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LET US 
SHOW YOU 


the world’s finest 
office typewriter 
with the world’s 


finest features! 


Made for typists by typewriter experts, the Smith-Corona Eighty-Eight reflects 
fully the 65 years of experience which have gone into its development. Call 
your local Smith-Corona representative for a short, dramatic demonstration. 


Smith-Corona’s exclusive Half Spacing, easiest method Smith-Corona’s exclusive 
Page Gage tells you how tar of error control, permits ad- sponse-O- Matic Action 
you are from the bottom of d 1 or deletion of a le can accommodate the needs 
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A. C. GILBERT, JR., President 
The A. C. Gilbert Company 

New Haven, Conn. 
Makers of Erector Sets and Ameri 
can Flyer Trains 


Gilbert Co. has used Traveletter for over 40 years 


INVITATION 


We welcome a visit to our booth 
at The National Business Show in 
the New York Coliseum, October 
28th to November Ist. 


Traveletter 


the better system for 

handling travel expenses . . . 
since 1894 

Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


“Both our Sales and our Accounting Di- 
visions have been very pleased with Trav- 
eletters. The Sales Division likes them 
because they provide ready cash at all 
times for the men on the road without 
the risks of carrying large amounts of 
cash. It saves time and money through 
avoiding costly emergencies that might 
require wiring money. Our Accounting 
Department likes them because they mini- 
mize the amount of cash advances required 
for a salesman, eliminate the risk of loss 
or theft and give very good control over 
salesmen’s expenses. The proof that we 
like them is that we have used Traveletter 
for over 40 years.” 

The Traveletter System reduces cash ad- 
vances, saves accounting time and _ lost 
orders, builds morale of salesmen. 


° GREENWICH 3, CONNECTICUT 


For More Information Circle No. 208 
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CHIMES 


AN INTEGRATED SYSTEM « EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 
premises. Write now. 
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"We re wasting plenty of 
io money with old-fashioned 
| hand collating methods.” 








“The way I figure it. 


it ¢ costing us 


5 times more 





than it ehould!” 





“Take my advice... 
get all the facts about a 





Thomas Collator today!" 





Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
cated sheets into sets . . . not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 

With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out .., 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information. 


5 . gS | 
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50 Church Street 
© ® 


Dept. B 


New York 7, N. Y. 


More In Use Than All Other Makes Combined 


Visit Our Booth at the National Business Show 
For More Information Circle No. 185 





How to Organize and ‘Sell’ 
A Forms Control Program 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 


HILE IT IS rather obvious that 
W every company, large or small, 
needs a forms control program, it is 
often not an easy matter to fit such a 
program into the organization. Various 
choices are available. For instance. 
should it be part of a systems and 
procedures department or should it be 
under the purchasing department’s 
aegis? Should it be a staff operation re- 
porting directly to the controller or 
treasurer, or should it be a part of 
office services? 

Actually, it can fit in any of the fore- 
going departments, depending upon 
several factors. The choice should be 
made with one idea dominant. Which- 
ever segment of the company is re- 
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you place your —_ 
forms control pro- ||[ | 

gram, be sure it 

has the unequivocal 
backing of top 
management. 
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sponsible for the program must have 
the unequivocal backing of top man- 
agement. 

This is probably the single most 
important phase in organizing a forms 
department. It is a pitfall that can 
negate any possible chance for success. 
It must be made clear at the outset, to 
all within the company, that top man- 
agement is one hundred per cent behind 
the program and will back its champion 
to the limit. The backing it receives in 


‘the company will be in direct ratio to its 


performance. Place it near the top and 
you can expect the best results. Make 
it a subsidiary function of a department 
involved in other matters and it may 
turn out to be wholly ineffective. The 
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EXECUTIVE BULLETIN 


Forms Control Progr 
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homes } Sin. 
Thomas J. Smitt 
PRESIDENT 





| Fig. 1. A typical 
announcement Ilet- 
ter which clearly 
states the purpose 
of the forms pro- 
gram, and points 
out that manage- 
ment is firmly be- 
hind the effort. 








sad part of the latter condition is that, 
if and when such a weakly backed pro- 
gram fails, too few realize where the 
fault is. The failure is simply one of 
shortsightedness in organization. 

Once the proper support has been 
obtained, the choice of a sponsoring 
department remains. Let us consider 
some of the possible locations for a 
forms control program. Does it belong 


in purchasing? 
most arguable 
and con. 


the 
both pro 


Chis is probably 
proposition, 


In a small or medium sized organiza- 
tion, it may very well fit in nicely there. 
It would certainly eliminate much 
duplication of effort if the printing 
buyer or his assistant headed up the 
operation. In that manner, the dealings 
with vendors could be made directly 
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All 


PLASTICS DIVISION, UNION CITY, PA. 


Department 


From Office of the 


Subject 


Fig. 2. The forms 
collection letter an- 
nounces a_ rather 
onerous job. There- 
fore it must com- 
pletely indicate 
your requirements 
as does this sample. 
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and much discussion of the fine points 
of printing and specifications could be 
by-passed. But would this versatile in- 
dividual have sufficient time to do either 
job properly? That is the question! If 
one job is handled at the expense of 
the other, you better dismiss the idea 
of a dual-function expert. 

Should it be a limb of the office serv- 
ices department? This approach has 
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considerable merit in that the office 
duplication unit is usually part of the 
same group. Since 90% of the general 
run of office forms may well be handled 
on office duplicating equipment, this 
seems like an exceptionally well suited 
spot for the forms unit. But what hap- 
pens when the forms man starts digging 
into the procedure involved in a specific 
form? What if he spots a weak point 





‘HIBS OU] SULIOJ 94} PUE SIDPjOJ [EUOPIUNY Zuysixe oyp JO Maja YOIND B YPM JSA[CUB 94) SOplAoid xapuy ay jeUOWIUNy YW “Pp “314 


ty d 
é 


© sazueyd 
eseiprV 


zo enjeis 
zo 
uot 3 em10 
Oo uot INgy138TC 
O27 JFPeAD §3FGeC 
02 37990 
3 
281109 
yO UOTIIeTT 


THe Orrick—October, 195 





u 


NOILIGNOD YO NOILVHSdO 
so arens-ens — 








SSNS Ee 2S EBENS CEES EWEEEES EEE Deen eee 


or discovers a better way? {s he out 
of his province? Would this inroad into 
procedures work be resented by the de- 
partment actually responsible for that 
function? 

We point this out to show how in- 
separable forms and procedures are in 
most companies. To put the forms pro- 
gram in another department might be 
akin to having a large apple tree in 
your backyard with one fruit-laden limb 
overhanging your neighbor’s property. 
It’s yours, but it’s his, and no end of 
arguments and unhappiness can result. 

Should the forms program then be 
built into the systems and procedures 
department? We believe it should pro- 
vided that (1) the company is large 
enough to support a systems and pro- 
cedures department; (2) a competent, 
experienced printing buyer is on hand; 
and (3) that there is complete under- 
standing, harmony and cooperation be- 
tween the forms unit and the internal 
printing department. 

Although we favor the systems and 
procedures department as a home for 
forms control, it can and does function 
well in other segments of the company. 
In one very large chemical company 
for instance, it falls under office serv- 
ices. In a huge glass company it is 
actually a branch of the purchasing 
department. In one of the 25 largest 
companies in the country it controls 
the office printing unit completely, and 
operates directly under the treasurer. 

We have visited each of these de- 
partments and, as far as we can tell, 
they are all functioning at maximum 
efficiency. This brings us back to our 
original premise. It is not so much a 
question of where you place your uni 
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as how you back it up at the top that 
counts. This backing can be shown at 
the very outset, in the announcement of 
the program (Fig. 1). 

Next comes the matter of personnel. 
What sort of person makes a good 
forms man? What qualities should you 
seek in him? 

First, we believe that intelligence, 
tact, common sense and sales ability 
are four virtues that are well nigh in- 
dispensable to any forms man. He'll 
need to call on all of these qualities 


18 BASIC FUNCTIONS 
OF FORMS 


To Acknowledge. 
To Agree. 

To Apply. 

To Authorize. 
. To Cancel. 
To Certify. 
To Claim. 

To Estimate. 
To Follow Up. 
To Identify. 
To Instruct. 
To Notify. 

To Order. 

To Record. 
To Report. 

. To Request. 
To Route. 

To Schedule. 


DON OUP WD — 


Fig. 3. For functional filing, divide your 
forms into these areas of action. Then sub- 
divide them by operation and subject, for 
a complete file which will be easy to use. 
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BEGINNING GF PROGRAM - As many as 22 forms tor one single purpose. 
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RESULT - One form for each job and the elimination of a total of 71 similar unnecessary forms. 


Fig. 5. A display chart which is used to explain how the functional file can consolidate 
and eliminate forms. This is used to help ‘sell’ your forms program. 
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often to do his job properly. However, 
these are basic characteristics sought by 
employers for any department as a rule. 
Now we have to ok for other facets 
of the man. How about education and 
business background? Is it necessary 
that he be an accountant, or trained in 
that work? 

Some people will maintain it is es- 
sential on the grounds that most forms 
are actually accounting forms. This is 
pure hogwash. If you don’t believe us, 
check your own files. Forms spread out 
proportionately over all phases of a 
company’s operations. Our single larg- 
est functional file covers Work In 
Process and consists of forms filled in 
by production workers and foremen in 
our plants. Does it follow that only an 
accountant can design forms? If it does, 
then the forms department would need 
a machinist, a chemist and an engineer 
on their staff to design forms for those 
functions. This concept is completely 
erroneous. A man can be a drama critic 
without being able to act or write. The 
same principle applies here. The main 
thing is that he knows how to design 
forms. To do that he has to have some 
slight talent for layout, ability to letter 
legibly and an inherent sense of neat- 
ness. Given those to start with, he can 
acquire the rest of the knowledge need- 
ed to be a forms designer. 

If these accomplishments can _ be 
tacked on to someone with" either a 
printing or an accounting background, 
so much the better as far as his future 
is concerned. He then becomes a 
natural for an opening as a printing 
buyer or a procedures man. 

In any event, don’t narrow your 
choice to one type of background. It’s 
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the man you want, not the background. 
If he has the ability, he can shape him- 
self to the mold. It is more practical, | 
believe, to do that than to try to cram 
a specialist into a niche he cannot 
fill because he lacks one or more of the 
four essential qualities. 

After you have obtained the blessing 
and backing of top management, the 
program has been announced, and you 
have selected your personnel, you are 
ready to begin the next stage of you 
program, the launching of a forms 
survey. The best way to go about this 
is to have a circular letter signed by 
someone high up in the company, stat- 
ing that in line with the previously an- 
nounced program, all forms throughout 
the company are to be forwarded to a 
specific location in the company for 
study. It is necessary for all department 
heads to send in samples of all the 
forms they use. Five samples of each 
will suffice, with the name of the using 
department and the annual usage of 
each indicated on the top of each set 
of samples. 

Naturally, it will be necessary to de- 
fine a form. This definition should be 
very carefully spelled out. At the same 
time mention should be made of those 
forms which are to be excluded from 
the program. This latter category may 
include such things as gratis forms, 
tabulating cards, advertising matter, 
etc., dependent upon your company’s 
decision as to just how all-inclusive 
they wish the program to be. 

A sample “collection” letter (Fig. 2) 
will show you one company’s approach. 
Because forms collection is an onerous 
job, there may be some grumbling 
about this and there will undoubtedly 


13 





be duplication of effort where many 
departments use the same form. How- 
ever, it is the only tried and proven 
method of obtaining complete informa- 
tion about your forms usage. Inciden- 
tally, be sure to specify a “no later 
than .. .” date on this letter, other- 
wise you may wind up writing numer- 
ous unnecessary follow-ups. 

The next step is to assemble your 
staff, clear a space for action and get 
set for a flood of paper. When they 
start to come in, you'll see forms you 
never dreamed were being used in your 
company. Some of them will be pretty 
horrible to look at, but that’s why 
you've set up the program. 

By this time you will have decided 
whether your company will undertake 
a centralized or decentralized program. 
This decision must be made at the top. 
Fortunately, it is not a difficult choice 
to make. In most cases it is simply a 
matter of going along with the basic 
organization of the company. A decen- 
tralized company means a decentralized 
program. A fully centralized company 
would naturally have a forms program 
established in the same pattern. Each 
has a definite built-in advantage. The 
prime reason for the fully centralized 
program is that it is more economical in 
operation. It has to be. There are less 
personnel involved for one thing, and 
there is not the duplication of files and 
records that exists under a decentralized 
program. We will explain this later in 
more detail. 

Lest it be construed that a centralized 
program is the only kind advocated, 
let us state here and now that it defi- 
nitely is mot. In fact, this type of oper- 
ation is not feasible in larger com- 
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panies. With the trend in modern man- 
agement toward decentralization, forms 
control must conform to the pattern. 
Therefore, the compelling advantage of 
a decentralized program is that it main- 
tains the status quo of your organiza- 
tion. It fits in without disruption. It 
does not cross established lines of 
authority. In following this course, care- 
ful planning is necessary if you are to 
succeed in fitting the program to the 
company and its needs. (See THE 
OrFice, April, 1956, Decentralized 
Forms Control.) 

Unfortunately, a forms control pro- 
gram does not begin with the mere 
issuance of an executive directive. Be- 
tween this announcement and the time 
actual operation of the program begins, 
much important work remains to be 
done. Much tedious pick-and-shovel 
routine must be completed before you 
are ready to start. Files have to be built. 
This is a monotonous grind, the most 
boring sort of work imaginable. None- 
theless, it is something that has to be 
done. The only sensible attitude you 
can assume about this stage is to do it 
as rapidly as possible, without com- 
plaining, for until it is finished, the in- 
teresting, stimulating, operational phase 
of the program cannot begin. 

Once the inflow of forms start ac- 
cumulating, perhaps even as a respite 
from file building, you should com- 
mence a series of organizational meet- 
ings. The following groups should be 
represented at these meetings: 

1. Purchasing: they will buy all the 
forms you cannot print internally. 

2. Administrative: someone from the 
policy-making branch of the company. 

3. Operational: the department under 
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LOWEST COST! Without exception, the 
lowest priced completely automatic col- 
lator on the market. Compare and see 
for yourself. 
FASTEST SET-UPS! New, built-in features 
automatically adjust to weight of paper 
. eliminate costly down time in 
changing jobs. 


MOST COMPACT! Entire unit requires 
less space than average-size office desk. 





CUMMINGTON | 





CUMMINGTON CORPORATION 
718 Beacon Street 
Boston 15, Massachusetts 


Write for new Bulletin O5 


», 


8-STATION 24 
CUMMINGTON COLLATOR 


Mechanism is co ‘etely enclosed for 
maximum safety : :d neat appearance. 
Available with casters for maximum 
mobility. 


WIDEST APPLICATIONS! This versatile, 
new Cummington Collator gathers, as- 
sembles, staples, stacks and counts every- 
thing from Annual Reports to Statisti- 
cal Presentations quickly . . . automati- 
cally .. . economically! 


Paper barrier 


eeeeeeveveeeoeee2 © 


or pick up 
your free copy 
At Booth 222E 


National Business Show 
October 28th—November Ist 


New York Coliseum 
New York, N. Y. 


For More Information Circle No. 396 
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“‘We cut receiving 
paperwork 68% 


this new Ozalid one-writing way!’ 





IT'S SIMPLE! RATHER THAN WRITING UP LENGTHY REPORTS, WE USE THIS IT’S A GOOD SYSTEM. JUST 
COPY OF THE PURCHASE ORDER. WHEN ORDERS COME IN, OUR RECEIVING TAKES A FEW SECONDS TO MAKE 
CLERK WRITES IN THE SHIPMENT DATA. THEN IT GOES TO NANCY, AN OZALID COPY. REWRITING USED 
BACK THERE, FOR OZALID COPYING TO TAKE HOURS. AND NOBODY 
COULD READ THOSE CARBONS 


Lowest Cost Per Copy 

Ozalid Direct Copying ends waste- 

ful “repeat writing’’ in every de- CE) a. y +N H } C>° 
partment... makes dry, perfect 


copies in seconds. And a letter-size DIRECT [COPYLSYSTEMS 
ORY’ 


sheet of Ozalid paper costs you 


less than a penny—lowest cost per A Division of General Aniline & Film Corporation 
copy of any copying process. in Canoda: Hughes Owens Company, Ltd., Montreal 
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1T ALL STARTED 
ONE DAY 
LAST YEAR... 





SAIPAN Sd 1, SATEEN HC 
WE'VE JUST GOT TO BREAK THE JAM IN OUR RECEIVING DEPARTMENT ! DO YOu 


KNOW WE HAVE STOCK ON THE FLOOR OVER A WEEK—AND NO REPORTS OUT YET! 


He 


YOU OUGHT TO COME OVER AND SEE THE NEW SYSTEM 
WE HAVE! NOT A BOTTLENECK SINCE WE STARTED 


IT’S FAST ALL RIGHT. AS A MATTER OF FACT, OUR ORDER 
REPORTS ARE OUT ALMOST THIS OZALID METHOD © pepaRTMENT LIKES IT SO MUCH. THEY'RE 
AS SOON AS REALLY MAKES SENSE! , putting IN THEIR OWN OZALID SYSTEM! 
THE STOCK ARRIVES! , =o 


Po Se SS Se SS SS SS SS SS 


Ozalid, Dept. I-10 

Johnson City, N. Y. 

Please send more information on Ozalid one-writing systems for 
these departments 

[| Purchasing | Order-Invoicing Accounting 


all 


| 

| 

| 

: Receiving [] Production Control Engineering 
SEND COUPON | Name 
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| 


Position ___ 


FOR FULL 


Firm 


SAVINGS STORY 


Address _ 
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YOU MAY BE LOSING 
TIME AND MONEY 


by not using Blue Ribbon Mill Cut* Duplicator Papers. 
Priced to excite the budget-wise, they embody the best 
characteristics of far more expensive sheets. Dri-fast 
Blue Ribbon Mill Cut* papers are full bodied, even 
textured, srmooth feeding, with an unusual opacity in 
the 20 lb. weights. Created by the makers of famous 
Triad papers, you’ll find them ideal for any assignment. 

for guaranteed uniformity of paper size at all times, permitting 
quick reload without adjustment to compensate for variance. 





MIMEOGRAPH 

White in 16, 20 and 24 Ib. substance. 
Buff, Blue, Canory, Pink, Goldenrod and 
Green in 20 Ib 


BOND 

In 16 and 20 Ib substance. White and 6 
brilliant colors. Buff, Blue, Canary, Pink, 
Goldenrod and Green. 





SPIRIT DUPLICATOR 
White in 16 and 20 Ib. substance. Blue, 
Conary, Green, Pink and Buff in 20 ib. 





OFFSET DUPLICATOR 
White only in both 16 and 20 Ib. 
substance. 


FREE —Send for your samples of Blue Ribbon Mill Cut Papers today 


—or call your stationer, jobber or paper merchant. 


Groveton Papers Co. 


GROVETON, NEW HAMPSHIRE 
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whom the program will be maintained | 


as a staff function. 


Initially, strive for a temporary pro- | 


cedure, a routine which may be com- 
pletely changed before it is finalized. 
Draft up something that you can kick 
around. The rough spots should be 
ironed out at these meetings so that. 


when the program begins, you will be | 


operating in an aura of confident know- 
how, rather than in a guess-and-grasp 
atmosphere. 

This procedure has to be complete. 
starting with the originating of the 


requisition and ending with the delivery | 
of the finished form. In addition, there | 


must be a procedure set up for stock- 
ing consolidated forms, for inventory- 
ing of stock forms, and so on. 


There is good reason for being com- | 
prehensive at this stage, in addition to | 
desiring a strong start for the program. | 
If your program is a decentralized one, | 


your basic procedure will serve as the 


model for the local units at division | 
level. They will have variations within | 


reason but, if the pattern is a good one, 
it will be simpler for them to build 
their own with that as the nucleus. 


While the procedure followed at the | 
local unit should be as close to the | 


“standard” as possible, local changes 
should not affect its basic operation. 
Requisitions may be processed ten 
different ways in ten different divisions 
of the company due to their varying 
organizations but, if the control is 
equally strong throughout, if the same 
standards are applied and if the forms 
unit follows the corporate pattern in 
design and specifications, the end re- 
sult will be the same in all departments. 

In many large companies it is all but 
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BOTTLENECKS 


TIME RECORDER 
4+ TOTALIZER 


TR + T furnishes accurate data 
on office machines, systems, 
processes — on tape! Records 
on-off time of equipment, 
productive time of personnel. 
Provides impersonal time-study 
information, true cost-accounting, 
preventive maintenance data, etc. 


Continuous 4-month 
tape— needs no ink. $65 


standard....... 


INSTRUMENT CORPORATION c 
657 BROADWAY.NEW YORK12.N.Y. 











Please send Brochure ‘'0” and 
price lists on TR + T. 


Name 
Company. 
Address 
City 




















Make sure to see 


STANDARD INSTRUMENT CORP. 
recorders, time totalizers 
and print-out counters, at the 


NATIONAL BUSINESS SHOW 
(Coliseum, N. Y., Oct. 28—Nov. 1) 


Visit us at Booth 102-H! 
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impossible and often highly undesirable 
to bend all divisions to the corporate 
format. It may be possible in a down- 
the-line, tightly company. 
but management today is veering away 
from that concept of organization. 
Simultaneously with the planning of 
your departmental routine, you and 
your staff are building the forms files. 
We suggest the use of legal size files for 
this because they afford more room for 
larger size forms and the sometimes 
bulky working papers. Another reason 
is that we recommend the preparation 
of forms copy on oversize layout sheets 
and the subsequent reduction of these 
down to standard 


centralized 


size. These larger 
sheets fit into legal size folders without 
folding. 

Two files are to be built: numerical 
and functional. The same forms appear 


CONVENIENCE Phecd.., 


with these top-quality 


FOR ERASING BALL POINT 
INK & LEAD 


NO. 138 BALL POINT. 


New formula 
GREEN RUBBER, 
particularly developed 


FOR PENCIL ERASING 
& CLEANING 


NO. 448 GREEN GLOW. 


Fine SOFT GREEN RUBBER. 
Also ideal for art and 
drafting use. 


FOR ERASING INK, 
TYPING, BUSINESS 
MACHINE WRITING 


NO, 378 GRAYPOINT. 


Business-like GRAY RUBBER 


dozen erasers to the box. 6 boxes per 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave. 


World's Foremost Eraser Specialists 


Newark 7, N. J. 


in both, cross-indexed from one to the 
other. 

The numerical file is made by simply 
taking at least four copies of each form. 
depositing them in a manila folder, 
marking the form number on the tab 
and listing the usages and using loca- 
tions on the face of the folder. If the 
form is unnumbered, merely assign an 
arbitrary number to it, being sure that 
each sample is stamped with that num- 
ber, including the one you set aside 
for the functional file. 

Forms are not grouped in the nu- 
merical file by location, type size ot 
any such breakdown. They are filed 
numerically, in proper sequence. Alpha- 
betical prefixes are considered secon- 
dary to the form number. For instance, 
all forms bearing the prefix FA- would 
not be grouped together, but would be 


SPIRAL-PAPER WRAPPED 

FOR QUICK, EASY, 
“PULL-STRING" POINTING 
Convenient pencil length and_ balance. 


Rubber stays fresh, protected by its paper 
wrapping. Save your office workers’ time 


by providing your organization with these versatile, 
all-quality Weldon Roberts Erasers. 


ORDER TODAY FROM YOUR STATIONER! 





Vy gross carton. 


Correct Mistakes in Any Language 


For More Information Circle No. 346 
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NCR or CARBON INTERLEAVED 


NCR forms are now realistically priced, priced in competi- 
tion with carbon interleaved or carbon spot forms. 


THE Gees IS YOURS 


No longer Is it only a question of price, the question is one of application, 
as the price difference on two and three part forms is measured in pennies 
per thousand and only slightly larger on more multiple sets. - - Fold Over 
Statements one and two part, in some sizes are lower in cost than Carbon Sets. 


Form Analysts, Buyers and users of business forms should investigate the 
tremendous possibilities of this new, unique and interesting paper rotary 
lithographed and rotary collated into sets of Inter-Office forms, Lettersets, 
Order Forms, Bills of Lading, Invoices, Voucher Checks, Purchase Orders and 
many types of factory application. 


Sold through your favorite Distributor, Stationer, or Printer. We have no 
direct sales office or exclusive territory, but for your convenience the below 
is a partial list of those eager to service your needs: 


ALABAMA MINNESOTA 
Birmingham: Birmgham Salesbook Co Duluth: Modern Supply Co. RA 7-244! 
AL 1-7152 veer one pl IL — 
oorhead : effens Ofc. uip. 3-1736 
CONNECTICUT —_— 
New Haven: New England Bus, Forms MISSOURI 
: : ™ St. Louis: Brice Co. CH {-3435 


halting NEW JERSEY 
DELAWARE Laurel Springs: Lou Fink & Son 4-0082 
Wilmington: Nussbaumer Co. OL 5-1297 ee: Service Business Forms 
JE 9-2959 
a op a eae Trenton: Bill Brown & Co. EX 6-919! 
riando: . 5- 

Tallahassee: Robinson Inc. 3-4755 prt sori Bus. Forms 89-3137 

. a Md . . ° vi 
Tampa: Accurite Bus. Forms ST 2 Binghamton: Cooley Bus, Forms 4-3690 

uffalo: as. D. Zacher MOhawk 642 

ILLINOIS — N. Y.: Ecco Bus. Systems MU 4-0110 : 
Chicago: Efficiency, Inc, SE 8-1983 N. Y.: Printed Products Co. BR 9-8057 
Chicago: Modern Bus. Forms ST 2-7089 Rochester: J. C. Moore Co. BA 5-3760 
Sterling: Rock Rivr. Val. Ptrs. MA 2727 Syracuse: Cooley Bus. Forms SY 75-1606 


NORTH CAROLINA 
INDIANA Greensboro: E 77 
‘ A ite at 3 : E. P. Geoghegan BR 4-2772 
pean: Saovtes Proms 3 aoe 2.5700 Greensboro: Key Bus. Systems BR 3-2150 
Marion: Carl H. Bleke Phone 282 ne Stinaffs HE 4-2106 
Mich. City: Bodine Ptng. Co. TR 4-5288 Akron: Stinaffs Agl bag :, 
y “pated : : 3-53 eveland: Doan Pntg. Co. MA 1{-7690 
So. Bend: Superior Bus. For. CE 3-5 Columbue Stoneman Press CA 1-4311 
IOWA — on: H. Wuebbold Co. TW 3-4747 
a —s 3 " eld: D. Barr Assoc. LA 4-431! 
Davenport: Harris Bus. Forms 2-5318 Minster: Post Printing Phone 46 
KENTUCKY a Springfield: Supr. Bus. Forms FA 2-3035 
Lexington: Transylvania Ptng Co. 2-7977 PENNSYLVANIA 
Harrisburg: Geo. H. Amend CE 2-8303 
MAINE . Pitt : , Forms 
Portland: H. N. George Co. SP 4-968! TU pwd Craftsman Business Forms 
MARYLAND r ittsburgh : Accounting & Business 
Baltimore: Better Bus. Forms PL 2-2350 Forms LO 3-0314 
Baltimore: D. N. Owen & Co. SA 7-0077 TENNESSEE 
MICHIGAN Memphis: S. C. Toof JA 6-227! 
Detroit: G. Norman Brown TR 5-7978 VIRGINIA 4 
Detroit: Industrial Printers L! 3-9594 Arlington: Carl D. Ford JA 7-7294 
Grand Rapids: Superior Bus. Forms WISCONSIN 
OL 6-1087 ; Milwaukee: American Business System 
Kimazoo: Superior Bus. Frms. Fi 3-1649 BR 2-4643 








-7089 





Distributors and Stationers write for Fall 1957 Price Catalog. 


_Vlodbin Crimes Toume WG. C0. 


331 WEST COURT «+ CINCINNATI 2, OHIO 
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4—girl saving... 
with new Pitney-bowes 


ADVANTAGES 


e Speed—capacity up to 6,000 an 
hour. Available in 1-to-4 station 
models. 

e Accuracy—automatic detection of 
errors before envelopes are filled. : 

e Simplicity of setting—can be 
adjusted to any job in minutes, without 
special tools or skills. 

e Feeding—is friction type, handles 
wide variety of material from invoices 
and statements to checks and tabulating 
cards. 

e Ease of operation-—a// controls 
handy on one side 


e Versatility—handles widest range 
of envelope s1zes- from 6 by 314 
inches up to 12 by 6 inches; even nests 
enclosures inside one another while 
inserting. 

e Compact design—with straight- 
line, self-centering feed; all moving 
parts enclosed. 

e Preferred postage meter (st or 
3rd class) is provided by an optional 
hookup with a PB postage meter. 

e Backed by Pitney-Bowes service 
from 107 branches, coast-to-coast, 


‘the U.S. and Canada. 
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Mail Inserting Machine 


This new Mail Inserting Machine 
can stuff envelopes as fast as eight 
experienced girls—save as much as 
$7 per thousand pieces on some mail- 
ings! It gathers, nests, inserts into 
envelopes as many as four different 
kinds of enclosures...and closes, seals, 
counts and stacks—up to 6,000 envel- 
opes an hour! An optional postage 
meter machine hookup simultane- 
ously provides preferred metered mail 
postage—first or third class. 

PB’s new “3100” Mail Inserting 
Machine replaces costly inserting by 
hand . . . obviates hiring hard-to-find 


PITNEY-BOWES 


extra workers, or the wasteful and 
demoralizing diversion of office people 
from their regular duties . . . avoids 
the usual hump in overtime to make 
mailing dates. Mailings can be made 
more quickly and scheduled more ac- 
curately. You can make far wider use 
of the mails to promote your product 
or service. 

Even one big mailing a quarter 
may make the “3100” worthwhile! Ask 
the nearest PB office for a demonstra- 
tion, orsend coupon for free illustrated 
booklet of case studies of actual 
savings. 


gee ae ae ee ee eee ee 
Pitney-Bowes, Inc. 
3452 Crosby St. 
Stamford, Conn. 


Send illustrated booklet on the “‘3100°’ 


Mail Inserting Machine 


Made by the originator of the postage meter 
.. leading manufacturer of mailing machines. 
107 branch offices with service coast to coast 
in the U.S. and Canada. 


For More Information Circle No. 192 


Mail Inserting Machine, and case studies. 
Peamie 


Address 


eee 
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right start! 


For you, too, this new Portfolio 
of striking Letterhead Designs on 
Parsons King Cotton 

Papers can be the 

right start for new 

business prestige. 

Yours on request. 


P 


AYSONS 
fojers 


WRITE ON YOUR BUSINESS LET- 
TERHEAD FOR THE NEW PORT 
FOLIO OF LETTERHEAD DE 

SIGNS, NO. 4H, PARSONS PAPER 
CO., HOLYOKE MASS. © PPCO 


1957 


More Information Circle No. 178 
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filed by their number: FA-119 would be 
in back of QD-118, for instance 
Naturally, if the files show. several 
forms with the same number and dif- 
ferent prefixes, the alphabetical order is 
followed as the secondary sequence in 
filing. 

While you are setting up these fold- 
ers, take one of each form and set it 
aside in a separate pile for your func- 
tional file. To relieve the monotony 
build both files simultaneously. For in- 
stance, you might spend a few hours 
on the numerical, then switch over tc 
your functional file. 

The functional file contains only one 
sample of each form, and forms are 
grouped. -One folder will contain ali 
the forms within your company that 
do basically the same job. You may 
have one functional file for every 15 
numerical files. Actually, the more 
forms you have, the lower will be your 
ratio of numerical to functional files. 

[here are several ways to build a 
functional file but we will stick to the 
most common system. This is the file 
based on three factors: subject, oper- 
ation, function. Usually, the number of 
subjects varies from 100 to 200. The 
number of operations may be as high 
as 20, but the number of functions is 
static at 18. These are the so-called 18 
essential functions of business forms 
(Fig. 3). 

A typical example of a functional 
file would be one containing all the 
monthly statements you mail to cus 
tomers. This would be labeled: Accounts 
Receivable (Subject), Status of (Oper- 
ation), To Notify (Function). Actually. 
a statement notifies a customer of the 
status of his account with you. (Your 
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kid Glove Test 
proves it! 


No More Stain or Smudge 
in Spirit Duplicating 


It’s true! 
TRANSOGRAPH is a completely new duplicating process developed by Columbia 
for use on all existing liquid-type duplicating machines. It’s not just cleaner— 
it’s clean! 
TRANSOGRAPH PROCESS can readily be integrated with present liquid 
processes—no special machines or adjustments—no extra machine parts—no 
special operating technique. 
TRANSOGRAPH TRANSFER SETS are. clean—non- 
sensitive to light. There are no printing restrictions 
Kissprint—Impress_ print—Type— Write—Draw—Rule 

Tabulate . . . file—rerun. 
TRANSOGRAPH FLUID is non-corrosive —contains no 
oil to coat cylinder—produces brilliant copy. 
TRANSOGRAPH COPY PAPER may be used 


on both sides—light-fast—water-fast—clean. 


e SEE IT DEMONSTRATED! 
For date of local Transograph 
Demonstration and complete 


information, write: Columbia 
TRANSOGRAPH | tentatdres 
7610 Herb Hill Road, 





Inc., 


ALL NEW SPIRIT DUPLICATING PROCESS Glen Cove, N. Y. 








For More Information Circle No. 240 
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COLD and HOT 


bottle cooler 





LIST PRICE 
model 


USBI-H $929°° 


serves you f.o.b. Glen Riddle, Pa. 


e Refreshing Cold Water 


plus 
e Just-right Hot Water for inside conven- 
ience of hot coffee and other hot drinks. 


YOU SAVE, TOO, on this new 


COLD WATER 


bottle cooler 


LIST PRICE 

$ 00 model 

155 et 
f.o.b. Glen Riddle, Pa. 


e Supplies cold water 
only 


These are full-size, quality bottle coolers that use either a 3 or a 5 gallon bottle. You get - 
convenience in full measure, and this is possible only with standard size coolers. Yet Sunroc 
USB1 costs no more than small size coolers! And Sunroc USBI-H is $55.00 Jess than 
the lowest priced model of any other combination bottle cooler available! 


SUNROC CORPORATION—Division M—Glen Riddle, Pa. 
Check which and PLEASE PRINT 
| Payment enclosed, plus applicable taxes, for 
[_] model USB1 [|] model USB1-H 


-] Send literature on new Sunroc Bottle Coolers to: 


ORDER NOW 


or request literature 
* 
IMMEDIATE DELIVERY 
ON PRE-PAID ORDERS 
For More 


Information 
Circle No. 167 


TITLE 


ADDRESS. ..........0:0:scsese0s0, 
CITY 


coo eee ee ee ee 





account receivable). The only difficulty 
in building such a file is that you must 
decide on these classifications in ad- 
vance, and provide adequate definitions 
for them. Once established, you follow 
them right down the line. 

Each form in the functional file is 
stamped with the information that it is 
the functional file copy and is not to 
be removed from that folder other than 
for momentary use; and with the num- 
ber of the file so that, if removed, it 
may be returned to its proper place. 
This functional file number is in ac- 


cordance with the subject—operation | 


—condition sequence, and is arranged 


by the decimal system. For example, | 
the file in question might be 5.15.10. | 
“Accounts Receivable—Debit-Credit— | 


To Notify”, might be 5.3.10, and so on. 


Once this file is completed, it is wise | 


to prepare a spread sheet or functional 


file iisting (Fig. 4). This affords a handy | 
means of pinpointing the areas where | 


consolidations are possible. 


Upon completion of the functional | 


and numerical files and the finalization 


of your procedure, the next step is to | 


sell the program at departmental and 
divisional Jevel. 


Sell it? Now—after we’ve announced | 


that it’s in? 


Of course! Forms control is essen- 


tially a selling job in its early stages 


It is only after it is comfortably installed | 
and producing the expecied results that | 


you no longer need to tell your depart- 


ment heads what it will do for them. By | 


that time they'll have seen for them- 
selves. They'll have benefited from its 
results. But, early in the game, they 
need to be sold. 

Prepare several large displays, say, 
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investigate 

the NEW DRESSER 
Tyee SYSTEM 

of punched tape accessories 


MODEL #5057 

A new high speed 
manual winder for 
coded tapes. Tape 
may be wound di- 
rectly on a_ spindle 
without a core — or 
on a 6” removable 
face reel. The coiled 
tape, when removed, 
has a standard core 
diameter. $18.00 
each — reels $9.50. 


MODEL #1157 

A hand operated 
folder, rapidly folds 
short tapes up to 
100 ft. into filing 
sizes. Folding arm 
properly arced, tape 
folds safely and is 
easily removed. 


$18.00. 


WRITE FOR NEW FREE CATALOG 
Contains eight pages of advanced equip- 
ment that can be profitably adapted to 
your concern’s data processing. You may 
order Dresser equipment direct or write 
for a distributor’s name in your area. 


, i} Roesse 
PROVIDENCE 5, RHODE ISLAND 
For More Information Circle No. 293 


1058 BROAD STREET 





wrITA OFFICE. KNIFE 


#119 

$1.00 

Also penholders, lead holders 

carton openers, marking pencils. At pro 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 
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USES PRESENT CARDS. With Amazing 
Mosler Revo-File, no costly transposition 
You Save 
change-over costs, plus big savings in time, 
filing 


is needed an average of $200 in 


space, money over old-fashioned 


CARDS CAN'T DROP OuT. Mosler Revo- 
File is the only file of its type that doesn’t 
rely on in 


Ihe patented, exclusive belt method 


4, 


notched cards that wear out 
usc 
of holding records in file assures complet 


protection against card “‘fall-out”’ or wea 


REMOVE OR REFILE ONE CARD OR HUN- 
DREDS instantly. Mosler Revo-File holds 
cards without mechanical attachment 
No wear on cards or clerk. Ups efficiency. 


Gives real finger-tip control. 


ray” 
of 


5 


a 





° 


FILING IS FASTER, REFERENCE QUICKER for 


| 


“cards to clerk”? instead of clerk 
going to cards... 68 linear inches of filing 
capacity in a handsome cabinet only 36 
long. Available in manual and 


electric selector models. 


come 


inches 


iutomatic 


For big volume filing Mosler Roto-File can accommodate 


more than 80,000 cards . . 


. has all the exclusive features 


of Mosler Revo-File. Several clerks can work at same time. 














4 Reasons 
to take a new 
look at rotary 





HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 


tinuously for reference and posting, mail this coupon tod 


For More Information Circle No. 376 


Department 0-281, REVO-FILE DIVISION, 
THE MOSLER SAFE CO., 320 Fifth Ave., New York 1, N.Y. 


Please send me complete information on Mosler 
Revo-File and how to modernize an active card 
file in minutes. 





NAMI 





POSITION 





COMPANY 





ADDRESS, 








CITY. 


Another fine product of The MOSLER SAFE Company | ‘ 


ZONE 
‘ 
+ 














~ FORWARD IN 


IHE GIANT 


BUSINESS OATA PROCESSING 


oe og ae 


How a large 
manufacturer 
will process 
complete 
production 
schedules 
in 1 hour a day! 


Here’s why a manufacturer chose this 
new Electronic Data Processing System: 


The DATAmatic 1000 will compute 
and integrate production schedules and 
maintain inventory records for 100,000- 
unit weekly output (involving 8,000 basic 
types of devices and 15,000 part numbers) 
... compute payroll for 14,200 employees 
... perform labor distribution accounting 
for 8,000 production workers. Complete 
production schedules will be processed in 
less than 1 hour a day! 


It’s this kind of performance that sells 
modern business — such as this manufac- 
turer, a leading bank, a hospital-medical 
service association — on the DATAmatic 
1000. They know that this is the system 
designed specifically for business. All ele- 


For More Information Circle No. 











ments of the DATAmatic 1000 — process- 
ing speeds, file capacity, reliability, ease 
of programming — are perfectly com- 
bined for handling an almost limitless 
variety of large-scale operations. 


Your organization may well find the 
DAT Amatic 1000 ideal for cutting the 
costs of office processing work .. . and for 
providing management with accurate, up- 
to-the-minute reports on which to base daily 
decisions. Courses of instruction and pro- 
gramming are now available to help you de- 
termine its merits. If you are considering 
any large-scale data processing program, 
you will want to investigate the DAT A- 
matic 1000. Our applications engineers will 
be glad to discuss it with you in detail. 


7 - 


CORPORATION 
151 Needham St. » Newton Highlands 61 Massachusetts 
190 





36” x 24”. Have them hand-lettered in 
showcard style. One should show the 
basic reasons for forms control in brief, 
simple sentences. Another should show 
the obvious duplications found in your 
functional file (Fig. 5). 

Display poorly printed jobs, or mis- 
use of local reproducing equipment. 
Show forms that are needlessly costly 
and give the reasons why they are 
overly expensive, and so on. The num- 
ber of these display cards should be 
limited to the number you can demon- 
strate and explain in about 40 minutes. 
The complete sales talk may extend be- 
yond that. It should include such 
things as your annual printing bill, the 
total number of forms you uncovered. 
and the tie-in with your procedures. 
Sum up with a statement of your polli- 
cies and aims, and a request for co- 
operation right down the line. 

Do not make any rash promises. Do 
not say you will cut the number of 
existing forms in half—or lower the 
printing bill by one-third. These goals 
are entirely possible if your company’s 
forms are in a sad state, but many com- 
panies have made some progress, how- 
ever slight, in one phase of forms con- 
trol or another. Savings may not be as 
dramatic. You are fairly safe however, 
in setting a target of 20%—both for 
reduction in total forms and reduction 
in printing costs. A well organized pro- 
gram, where only makeshift controls 
existed before, can certainly accomplish 
that. 

Be careful about careless statements 
concerning procedural savings. While it 
is generally recognized that the pur- 
chase price of forms represents only 
about 1/10 to 1/20 of their cost, it 
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IDEA no. 5 
for 
office 
managers 


manpower, Inc. 
money-saver 


Eliminate Peak Workload 
Problems in your office 

by using Manpower, Inc. 
employees whenever 

an unusual workload 
occurs. Manpower typists, 
stenos, and office 
workers will complete your 
additional work 

quickly and economically 
in your office or ours. 





Write for FREE 
“Office Managers 
Idea Newsletter” 


manpower, Inc. 


800 N. Plankinton Ave., Milwaukee, Wis. 
OVER 100 BRANCH OFFICES COAST-TO-COAST 


Stop and see us at the 
National Business Show 
Booth 113-C 


For More Information Circle No. 290 
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Plate costs are only I 
out of every litho job 
dollar, so buy the best! 
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...oM Photo Offset Plates 


THIS IS IMPORTANT: On the average litho job, plate costs are only 1¢ and 
material costs are fixed at about 34¢. Time, the biggest cost, takes 65¢ of every 
litho dollar. In this important area of time costs, completely-standardized 3M Plates 
pay off for you. 100% Consistent, 3M Brand Plates eliminate costly variables in 
processing, makeready and on the press. Buy the best—3M Plates—and save! 


"3M" is a registered trademark of Minnesota Mining and Manufacturing Co., St. Paul 6, Minnesota. ~gaen 
General Export: 99 Park Avenue, New York 16, N.Y, In Canada: P.O, Box 757, London, Ontario E> 


"teeanc” 


For More Information Circle No. 242 
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amazing 


|| VELVET 


ball 
PEN: cil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 
e light as a pencil because it’s wood 
e banker-approved permanent ink 
e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 
e nothing to press, turn, fill 
e fully-guaranteed 
Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 


Order from your 
commercial stationer 
cooeny, 

© Dept 

VENUS PEN & PENCIL CORP., HOBOKEN, N. J. 
For More Information Circle No. 427 
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does not always follow that your sav- 
ings will be in that proportion. In fact. 
if this ratio is carried out you may 
discover your forms processing cost 
should be greater than your clerical 
payroll. This, of course, is an impossi- 
bility—and can lead you into a blind 
alley that will make your program’s 
objectives appear ludicrous. 

Another reason we prefer stressing 
dollar savings in forms purchases: it is 
an area of fact, not fancy. If you’ve 
redesigned all of your forms beautifully 
and still have the same size payroll. 
you have proved nothing!—unless 
you’ve saved money on the cost of your 
forms. So be careful when you promise 
results; stay away from pie-in-the-sky 
You might choke on it. Besides, under- 
estimating your target magnifies the re- 
sults that much more! 

Your sales effort should be unleashed 
at staff meetings of divisional principals, 
at meetings of department heads, even 
at gatherings of the top brass. Conse- 
quently, it has to be eloquent as well 
as believable. The man selling it has to 
be an ardent disciple of forms control. 
He must know his subject intimately, be 
prepared to answer any logical question 
on it and, above all, be enthusiastic over 
the program to the point where it be- 
comes contagious! 

Once your “salesman” has elicited 
the cooperation of all concerned you 
are ready to establish your training 
sessions and pass a little of his enthusi- 
asm on to your designers and forms 
analysts. 


(“How and 
Forms Control Program” 
next month.) 


Maintain a 
will appear 


to Operate 
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Only Bruning Copying Machines Give You All 


These One-Writing Benefits for a Penny-A-Copy! 


Now, you can put an end to slow, costly, error-prone clerical 
copying on almost any paperwork operation in your busi- 
ness with modern Bruning Copyflex copying machines. 

With Copyflex you write information only once. Subse- 
quent paperwork needed to complete any business opera- 
tion — order-invoicing, purchasing-receiving, accounting, 
production-control — is mechanically accomplished with 
Copyflex. No slow, costly retyping of information from one 
form to another. And only with Copyflex do you get all 
these important benefits for a penny-a-copy! 

SPEED! It takes only seconds to make sharp, black-on- 
white Copyflex copies . . . directly from originals! You can 
make any number of copies—all as sharp and readable as 
the first. 


ECONOMY! Letter-size copies cost less than a penny 


each for materials. And your Copyflex machine requires no 
special installation or auxilliary equipment, is economical 
to operate. 

VERSATILITY! With Copyflex, you can copy anything 
typed, written, printed, or drawn on ordinary translucent 
paper. You can make copies on white or color-tinted paper, 
on cardstock, or on film. 

SIMPLICITY! Anyone can operate Copyflex. Simply in- 
sert the original and sensitized sheet, and back comes the 
copy. No negatives, masters, stencils, or plates required. 

Copyflex Desk Top Model 110 shown above copies 
originals 11 inches wide by any length. Only $555. Other 
models available to copy originals up to 54 inches wide. 
Copyflex machines are ideal for office use—absolutely clean, 
quiet, and odorless! Mail coupon for special literature offer. 








(BRUNING 





Charles Bruning Company, mya 
4700 Montrose Ave., Chicago 41, Illinois 

In Canada: 105 Church St., Toronto 1, Ont. 

Please send me literature on Copyflex and its use for: 
(€- Purchasing-Receiving 
(CD Production Control C 


Nome 


pt. 102-6 


(CD Order-Billing 
} Accounting 





Company 





Address. 


City. 





County. 





For More Information Circle No. 348 
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GUIDEBOOK TO A MODERN PERSON- 
NEL PROGRAM. Mutual Life Insurance 
Co. of N. Y., Dept. 13-6, 1740 Broadway, 
New York 19, 60 pp., Free. 

Prepared by Mutual of New York’s per- 
sonnel division, based on experience with 
their own program and observations the 
company has made of many types of busi- 
ness organizations. The format of the 
guide provides space in each section for 
the reader to make notes about the 19 
different areas or activities which require 
personnel policies to be established. 


You Can fund 
New Office Space 
With 3 D Planomatic 


Planomatic—Magnetized 3 D scale models— 
the most efficient space plan by per 
visualization. 


reveals 
nitting complete 


Planomatic sets are 


meat your 


M & M INDUSTRIES 
P. O. Box 91 South Milwaukee, Wis. 
For More Information Circle No. 327 


36 


available 


requirements. 


in any 


INTEGRATED DATA PROCESSING FOR 
EVERY OFFICE by H. John Ross. Office 
Research Institute, Box 8275, University 
Station, Coral Gables, Fla., 80 pp., $2. 
Presents the thesis that a simple change 

in the concept of paperwork on the part 

of top management would bring any com- 
pany an immediate and inevitable reduc- 
tion in clerical costs. This reduction con- 
ceivably could be effected without expen- 
sive, automatic data processing equipment. 

Worth reading if only to serve as a basis 

for some pertinent and searching internal 

discussion. 


WORKING WITH THE REVENUE CODE 
—1957 by James J. Mahon. American 
Institute ef Certified Public Accountants, 
270 Madison Ave., New York 16, 218 
pp., $3. 

Based on material that has appeared 
since 1954 in The Tax Clinic, a column 
edited by Mr. Mahon in “The Journal of 
Accountancy”, in which accounting execu- 
tives discuss their experiences with the 
Code and tell how they have handled spe- 
cial tax problems. 


Eliminate 
Dangerous, 
Messy 


‘Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unabstructive 
In Lengths of 4, 5, 6 and 10 ff. 

No Installation Necessary. 


U.L. Approved 
Write for FREE Circular O-ED57 


CMG INDUSTRIES . IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 





For More Information Circle No. 328 
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The new Olivetti Tetractys combines calcula- 
tions without intermediate figure re-entry. It 
processes business figurework at high speeds 
formerly associated only with non-printing 


calculators, and completes all calculations by 
printing results on tape. It has an automatic 


constant and a memory. It has two registers, 
for automatic accumulation. It has a single, 
simple 10-key keyboard. Olivetti Corporation 
of America, 580 Fifth Ave., New York 36, N.Y. 


olivetti fy 


See the Olivetti Tetractys at the National Business Show, Oct. 28—Nov. 1, 1957 
For More Information Circle No. 180 
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Who wants a promotion! 


21 girls filing, and the new system needs only 15! So here’s the 
unique personnel problem: plenty of jobs in other departments, 
but no one is really keen to move. 


Why? Because the new Oxford Pendaflex hanging folder filing 
system changed old-fashioned filing drudgery to pleasant, inter- 
esting work. Who wants a promotion! 


Management is happy too. Suddenly it costs ten thousand dollars 
less to run the department. Suddenly thousands of daily references 
are handled faster, more easily, with fewer errors. Suddenly filing 
has caught up with improvements in other office procedures. 


This experience of International Latex Corporation, manufac- 
turers of Playtex products, is typical of organizations using mod- 
ern Oxford Pendaflex filing systems, which have ended a 30-year 
inertia in filing progress. 


You'll be interested in reading filing case histories that may help 
with your filing problem. Fill in and mail the coupon supe 


' Oxford Filing Supply Co., Inc. 
} 16 Clinton Road, Garden City, N.Y. 


Send case histories of International 
Latex & other money-saving I.N.F. 
installations to: ! 


FIRST NAME IN FILING 


OXFORD FILING SUPPLY CO., INC. 


Garden City * Chicago °¢ St. Louis * Los Angeles 


For More Information Circle No. 189 
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You get things done —on time 
with EVER READY desk calendars 








EVER READY CALENDAR MANUFACTURING CO. 


130 BAV STREET, FSERSEVY CUIry, WEwW FERS ey 


For More Information Circle No. 264 
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For luxury work 
on your 


offset duplicating 


machines 


Hamilton Vellum Opaque 


You'll like everything about Hamilton Vellum 
Opaque—its moisture-proof wrap, the trouble-free 
way it speeds through your offset duplicating ma- 
chines, its remarkable opacity, the tip-top jobs it 
consistently produces. 

The velvety printing surface of Hamilton Vellum 
Opaque is always uniform. It offers you the broadest 
range of matching bright whites you'll find any- 
where plus six pastels that contrast beautifully with 
standard printing inks. Here is luxury paper for 
luxury work—at a non-luxury price. Ask your 
Hamilton merchant for a swatchbook, or write 
to us direct. 


50 lb. and 60 lb. weights, size 814" x 11’, 
available in moisture-proof 500-sheet packages 


HAMILTON PAPERS 


Hamilton Paper Company, Miquon, Pa. 


Mills at Miquon, Pa., and Plainwell, Mich. 
Offices in New York, Chicago, Los Angeles 
For More Information Circle No. 196 
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LL Iai hides 


The new 


é oOmptometer 


Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 
aes el 


All controls are in the 
palm of your hand... 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


*# Dictate 

* Listen 

® Unlimited Review 

* Erase unwanted words 


® Mark end of letter 
electronically 


Use same machine for 
dictation, transcription 


Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand 


The same machine serves as a transcriber...it's as easy to 
transcribe as to listen, because, with perfect dictation 


NEW Customatic COMPTOMETER 
World's fastest way to figure... now 
faster than ever. Try it FREE on your own 
work. Mail coupon. 





For 
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there’s no need for time-wasting, error-breeding pre-editing 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn out a 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


Comptometer Corporation 
1724 N. Paulina St., Chicago 22 

in Can.: Canadian Comptometer, 
Ltd., 501 Yonge St., Toronto 5, Ont. 
© Arrange a FREE office trial for me on: 
© Send me literature on. 

0 Comptometer COMMANDER 

C COMPTOMETER 

©) Comptometer COMPTOGRAPH “220-M" 


Name 





Firm 
Address. 


City Zone. Stete_._.__- 


han aseibinsws-asb ausdene apenas anabananel 





Comptometer COMPTOGRAPH “220M” 
~ with new .multiplication key — more 
features than any other 10-key listing 





More Information Circle No. 188 





Curtis-Young Corporation] ™ 
</WO FINE FIRMS UNE 
SE 


U.S. Carbon & Ribbon Mfg Co, Inc. 


MANUFACTURERS, Spectahizing in 
e CARBON PAPERS © SPIRIT CARBONS 


sainoataieads PRINTED MASTER SETS 
& 
e INKED RIBBONS AND MASTER UNITS 


OF EVERY DESCRIPTION 
e CARBON PAPER RIBBONS ° DUPLICATING SUPPLIES 


e CARBON COPY SETS e COPYHOLDERS 
AND RELATED PRODUCTS 


A factory with 63 years of successful manufacturing experience and an 
outstandingly energetic and imaginative marketing organization have been 


combined to create a new concept in products and services. 


You will find us ambitious for perfection of product and anxious to 
serve, with one of the most modern manufacturing and service organiza- 


tions in the industry—one of the few remaining institutions of its kind. 


We invite your inquiries and believe we can provide one of the most 


unusual resources for our products in America. 


es Curtis-Young Corporation 


NOWEST 18th STREET NEW YORKII,N.Y. OR-egon 5-3636 


y U.S. Carbon & Ribbon Mfg. Co.,Inc. 


621 CHERRY STREET PHILADELPHIA 6,PA. WaAInvt 2-1416 





INTRODUCING 


THE NEW 1958 Paco 


COPIER 
THAT 
COPIES 
ANYTHING 


FOTOMATE - BETTER: 











VISIT US AT 
NATIONAL 
BUSINESS SHOW 


BOOTH 105K 


AVAILABLE IN 3 COLORS: 
GREY +« GREEN «+ BLUE 


TOMORROW'S MACHINE TODAY 


An all-purpose automatic photo copy machine capable of doing all your 
photo copying—whether it is typed, written, printed, drawn or photo- 
graphed. Copies any ink, crayon, or non-carbon based material in any 
color from any paper in any color. The ROVICO FOTOMATE is precision 
built with quality materials. Stainless steel construction. Designed and 
‘developed to make possible razor sharp, crystal clear photo copies that 
range from the deepest black to the lightest half tones. 


WRITE FOR FREE BROCHURE 
FULL 10" WIDTH — $275.00 


FULL 15/2" WIDTH — $375.00 
FULL 19/2" WIDTH — $475.00 


Don't just ask for a "COPY"... ask for a "FOTOMATE" 
Rovico Incorporated, 318 Market St., Newark 2, N.J. 


Phone: MArket 3-3353 
For More Information Circle No. 326 
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My boss 
IS a prince... 
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Masterlith Supplies, Parts and Service are 
available at these Photostat Corporation 
Sales and Service Offices: 


Atlanta * Austin * Boston * Bridgeport 
Buffalo * Chicago * Cincinnati * Dallas 
Dayton * DesMoines « Detroit * Elmira 
Gorham ° Harrisburg * Hartford 

Houston « Kansas City * Los Angeles 
Louisville * New York * Oklahoma City 
Philadelphia « Pittsburgh « Portland 
Providence * Rochester * Sacramento 
Salt Lake City * San Diego * San Francisco 
Seattle * St. Louis * St. Paul * Tulsa 
Washington * Wichita 


The Whitin Masterlith Duplicator is sold and 
serviced in Canada by Gestetner (Canada) 
Ltd., Toronto 


PHOTOSTAT Wea 


OFFSET 
DUPLICATOR 


PHOTOSTAT 


...no— it’s an offset duplicator ... yes 
—called the Masterlith and I love it 
—it’s the easiest machine in the world 
to run. 


. .. there’s nothing to setting it up. 
First thing this morning I did some 
post cards, then I had to do some 8% x 
11 bulletins—to change from one size 
to the other is the easiest thing ever... 
no bending over, no broken fingernails. 


_ ... yes, and I can straighten out the 
image while the machine is running. 


. no, all the handles are on the 
same side—turn them to the right to 
start or go faster—to the left to stop or 
slow down . . . yes—just like a water 
faucet. 


... 1 can use any color just by chang- 
ing the inking unit . . . no— it only takes 
a couple of minutes to change it—and 
when I say a couple of minutes—I 
mean two... 


. wait till you see how beautiful 
it looks... I meanit... yes... it was 
styled by Raymond Loewy . 


...no—I can run 10 or 10,000 copies. 
It makes no difference . . . and you 
should see how nice and clear the pic- 
tures turn out—yjust like a real pro- 
fessional job... 


. . oh—I almost forgot—it does 
envelopes, too. 


... I guess I’ll be doing a lot more of 
our duplicating now . . . sure, but it’ll 
be a lot easier with the Masterlith. 


. .. I like anything that makes my 
job easier . . . yes, maybe Bob will get 
a decent supper once in a while now... 
O.K., see you at lunch. 


Why don't you be a prince? Have a PHOTO- 
STAT® Masterlith Offset Duplicator installed in 
your office. The price of the standard Model 1115 
is $3150* complete, f.o.b. factory. Get more 
details by contacting the nearest Photostat 
Corporation office—or write for our brochure. 


*Prices and specifications subject to change without 
notice. 


CORPORATION 


P.O. Box 1970 TO, ROCHESTER 3, N.Y. 


PHOTOSTAT Is THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 233 
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Accurate 2 
The things uncanny | 


Yet there’s no mystery why a Mar- 
chant calculator is so accurate. Every 
number you touch appears in one of 
three dials—not just the keyboard. 
This gives you continuous proof 
throughout every calculation. As a 
further guarantee of accurate figure- 
work, Marchant’s positive internal 
dial-stop just won’t let a dial “over- 
throw.” 

The Marchant has other important 
advantages, too. Ease of operation is 
one. Its quiet speed is another—up to 
twice that of any other calculator. 
And the unique mechanism of a Mar- 
chant makes for trouble-free depend- 
ability, which translates into days and 
dollars saved. 

What do these advantages add up 
to? To your assurance of the utmost 
accuracy in your figurework, and to a 
more efficient, more profitable opera- 
tion of your business. 


MARCHANT 
CALCULATORS 


OAKLAND &, CALIFORNIA 


AUTOMATIC 


IGUREMATIC 


Modern Management Counts on Marchant 


For More Information Circle No. 255 
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Hano Refolder Registers in 4 widths, 
electric or manual; all-aluminum Port- 
ables and pocket size Porta-Pak, plus 
cash drawer units. 


One-Time Carbon Hano Snap-a-Parts, 
Multi-Snaps, Special and Custom plus 
special purpose forms, orders, memos, 
meter tickets, repair orders, invoices. 


Hano Litho-Tab marginal punched forms 
are trouble-free with better papers, more 
sensitive carbons. Stock Tab also avail- 
able for many requirements. 


Low-Cost Standard Body Forms, semi- 
custom Han-o-Sav, plus extensive Cus- 
tom Register form list . . . all with stand- 
ard punching. 


Hano — your “one-stop” source... 


for time-saving business systems. For the right form or 
system for your specific need, you'll find Hano the only “‘one- 
stop” source. A complete line of Registers and Forms, 
Snap-a-Part sets, Continuous and Tab forms can solve your 


problem . . . at low cost. 


There’s a Hano man or dealer 


ready to help you save time and money. May we have him 


contact you? 


8-page folder shows Hano 
complete line. Available 


on request. 


PHILIP 


Gt 


COMPANY INC. 


General and Sales Offices: Warehouse and Branch Plant 
HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 


For More Information Circle No. 195 
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Your typist, a typewriter and 
Duplisnaps give you a com- 
plete addressing department 
—at low cost. 


Slip the carbon ~ interleaved 
Duplisnap setin a typewriter, 
type the addresses, snap the 
set apart and the job is done. 


You have up to six sets of 
clear, perfectly aligned, 
strongly gummed addressed 


labels. 


Write for your free copy of 
“Speed Your Mailings.” 


PC he \ 
‘i || 


Ws oe eer 


For More Information Circle No. 179 
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If on-the-spot recording of facts any time, any place 
is IMPORTANT... 


YOU NEED THIS AMAZING 
POCKET-SIZE RECORDER 





miniton JD 55-s 


out of sight, out of mind— you get all the facts! 


BUSINESSMEN—if you’ve ever 
wanted a “second memory” to 
relieve the pressure of your daily 
chores, here it is! 


MINIFON P55-S—the only pocket- 
sized, push-button precision re- 
corder in the world! 

Take it with you wherever you 
go by train, car or plane. In your 


pocket or out, it can record your 
“on the spot” reports or dicta- 
tion as fast as you can press the 
record button! Records every- 
thing—up to 2 hours on a single 
reel! Plays back, erases, rewinds 
—does everything the big, bulky 
recorders do, but it’s only 28 
ounces! Battery operated or A/C. 


Sold only through authorized franchised dealers. 


For complete details, write: 


GEISS-AMERICA Dept. 0-10, Chicago 45, Ill. 
In Canada: Imperial Typewriters of Canada, 216 McGill St., Montreal, Quebec 
DEALERS NOTE! A few valuable franchises available. 


For More Information Circle No. 349 





SANZ E 


Up to 50% 
[~ ~—soof Production Costs 


am 


on 
Davidson and 
Multilith 
Duplicator Plates 
with 


RAPID 
PRINTER! 


Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses . . . automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only completely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


: Contact your dealer 
CO mM Da ny, In or write for bulletin 230B 





General Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 225 
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An automatic mail facing and canceling 
machine, designed to break one of the 
worst bottlenecks in the world’s postal 
services, was introduced by Pitney-Bowes, 
Inc., at the 14th Universal Postal Union 
Congress in Ottawa. Shown here at the 
Stamford (Conn.) Post Office during tests 
on typical mixed mail, the machine auto- 
matically faces, postmarks and cancels let- 
ters bearing stamps. It is fed from a 
batching table (rear) by a conveyor belt at 
speeds up to 30,000 pieces an hour. As 
done by hand, facing mixed mail so that 
addresses and stamps are in a uniform po- 
sition is one of the most tedious, expen- 
sive and time-consuming operations. 


USAF Vhoto 


Airman Patricia Hagan (left) is the only WAF at Luke Air Force near Glendale, Ariz., 
where there are 3900 male airmen. The reason she is the lone female among the service 
personnel is that the Air Force tries to keep service couples together and her husband is 
at this base. 
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Mobile 
Store 


This mobile office 
supply store is a 
branch - on-wheels 
of J. Herrschaft 
Office Supply, Inc., 
Hicksville, N. Y. 
It visits Long Is- 
land offices regu- 
larly every two 
weeks. Shown are 
driver-salesman M. 
Kiepek, W. Gard- 
ner and J. Herr- 
chaft. 


% 
e,\ OFFICE suppry 
@ STOR G » 


Interior of the mobile office 
supply store which stocks 
over 2000 items including 
Oxford filing supplies and 
Columbia carbons and rib- 
bons. 
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Chicago Dynamic Ga 
| I 


Carl Sandburg, Chicago’s poet laureate, re- 
turned to his “City of the Big Shoulders” for 
a recent three-day tour. Mr. Sandburg, who 41 
years ago gave Chicago a voice and its sky- 
scrapers a soul, is writing a poet’s view of 
Chicago’s building renaissance—its architec- 
ture and technology—for Chicago Dynamic. 
His “Chicago Poems” were published in 1916. 
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es ‘e . 
Chicago’s five walls of steel buildings, now in various stages of construction. Focal point 
of the Chicago Dynamic celebration, Oct. 27-Nov. 2, dedicated to sound building and 
long-range planning, they are, top to bottom, left to right: Executive House apartment 
hotel, and office buildings of Morton Salt Co., the Salvation Army, Mutual Trust Life 
Insurance Co. and Borg-Warner Corp. 
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Columbia’s Expansion Continues 


Building No. 6, recently opened by Colum- 
bia Ribbon & Carbon Mfg. Co. in Glen 
Cove, N. Y., has increased plant capacity 
by more than 35%. The firm was founded 
in 1905 and almost wiped out by a fire in 
1918. Since then its growth has been 
steady and today Columbia carbons and 
ribbons, and Colitho offset duplicating sup- 
plies, are used throughout the world. Co- 
lumbia’s new Transograph duplicating 
process for use with all spirit duplicators 
was announced last month. 


Uninked silk typewriter ribbons were used 
for the ribbon-cutting ceremony at the 
opening of Columbia’s Building No. 6. 
L. to r. are F. R. Nichols, board chair- 


man; H. B. Holmes, executive vice presi- 
dent; and John D. Edwards, vice president 


Part of Columbia’s 
new building is de- 
voted to warehous- 
ing of raw mate- 
rials which are re- 
ceived at the rate 
of ten tons a day. 
These include pa- 
per, cloth, inks, 
waxes, solvents, 
oils and pigments. 





Television Guard System 


An RCA closed- 
circuit TV system 
at Esso Standard 
Oil Company’s Ba- 
ton Rouge, La., re- 
finery provides re- 
mote, electronic 
surveillance at the 
pedestrian entrance 
gate. Two RCA 
TV camera-re- 
ceiver circuits en- 
able guards in an 
office hundreds of 
feet away to con- 
firm credentials of 
employees seeking 
entry to Esso Re- 
search  Laborato- 
ries headquarters 
building. The gate 
is operated remote- 
ly from guard of- 
fice. An intercom 
provides voice 
communication be- 
tween persons at 
the gate and guard. 





Employee at turn- 
stile places Esso 
identification badge 
in front of waist- 
high TV camera. 
A second camera, 
atop fence at left, 
televises the em- 
ployee. Images re- 
corded by both 
cameras, transmit- 
ted via closed-cir- 
cuit to two wall- 
mounted TV _ re- 
ceivers in guard 
office above, en- 
ables the guard to 
make quick, accu- 
rate comparison of 
employee’s badge 
photo and TV pic- 
ture. 


1 Tis ee 
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Rochester Advertising Agency’s New Offices 


The new $300,000 three-level office build- ture of the building is the large number of 
ing of the Rumrill Co., Rochester, N. Y., individual offices: 58 of the agency’s 98 
advertising agency, makes an extensive use employees have private offices. Two peo- 
of glass and brick to capture a light, airy ple share each of 13 other offices. 

feeling. Perhaps the most unusual fea- 


The agency’s re- 
ception area is lo- 
cated in the middle 
of the  building’s 
two wings. 


Two walls of the 
reception room and 
the _receptionist’s 
desk are finished 
in walnut. (See op- 
posite page.) 
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At right: A typical secretary’s office show- 
ing pegboard walls. Office also has a 
9 x 4 ft. window and an individual air- 
conditioning unit. 


Below: This simple desk layout in the ac- 
counting department allows hand-to-hand 
passage of papers for good, small office 
work flow. Ceiling-high windows extend 
the length of the department. 





This shows the 
glass wall of the 
reception room at 
Rumrill Co., Roch- 
ester, N. Y. Wall 
at right is a con- 
tinuation of the 
building’s brick ex- 
terior. Box with 
growing plants is 
built into the floor. 








NOW Prceoken Office cr INSTANTLY! 
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REDUCES alk? 


7 =... A... METER 
VALVE ASSURES 


See, 500 INDIVIDUAL 
SPRAYS YS 


THE NEW N& 500 “Personal Scze’ OZIUM AIR CONDITIONE 





Freshen the air in your Offices this quick easy way — smoke and other unwanted odors 
vanish like magic when OZIUM vapor-spray is used. The new No. 500 OZIUM dispenser 
guarantees 500 or more individual measured sprays. Also very effective when sprayed 
into the intake of air conditioning equipment. 


*OZIUM aquickty REMOVES SMOKE... 
DESTROYS ODORS ... AND REDUCES AIRBORNE BACTERIA 
ORDER THROUGH YOUR DISTRIBUTOR — OR WRITE 
Manufactured By WOODLETS -INC.. 2048 Nragara St., Buffalo 7, New York 
For More Information Circle No. 430 





NOW-INSTANT COPIES 


A 


FROM BIGGER ORIGINALS 


twice as fast 


as other 


photocopiers 


the new 


CORMAC 
CORONET 


takes copy up to 18° wide by any length 


The Cormac Coronet is the only high-speed 
photocopier with 1834 inch throat—full news- 
paper width plus 334” to spare for easier han- 
dling. And on length... no limit whatsoever. 
Takes smaller sizes, too—up to 2500 standard 
8%” x 11” originals in one eight-hour day. 
With Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail. 


Built with the same precision and styling that 
have won acclaim for other Cormac models 
every where. Carries the same lifetime guaranty. 


For a free demonstration in your office mail 
coupon today. No obligation, of course. 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Ave., New York 11,N.Y. ORegon 5-9310 


Engineered for High-Speed Copying in 
Volume 
Operates Under Any Light Conditions 


Other Models, Including the Nation- 
ally Famous Corvette, From $189. 


n~ 
CORMAC PHOTOCOPY CORPORATION 


80 Fifth Avenue, N. Y. Dept. 62 
I would like to see the Cormac Coronet per- 
form in my office on my own work. Please 
have the nearest Cormac dealer contact me 
to arrange for a demonstration at my con- 
venience 


New York 11, 


Name 


Address 


City State 


1 

1 

! 

! 

I 

‘ 

Company | 
! 

I 

ad 


Mans ces ee eee ee ee ee ee 


For More Information Circle No. 213 
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tridenflopowiiter’ 

enables even small and medium 
size businesses to make their account- 
ing automatic. Whatever is typed on a 
Flexowriter—an invoice, for example—is 
also reproduced on by-product punched 
tape. Tape can then be processed by 
other common language Tape-Talk ma 
chines at nearest IDP center. Flexowriter 
tape can also be used to actuate address 
plate embossing machines, tabulating 
card punches, computers, and the same 
or other Flexowriters 


Iriden tape-talk can systemize 
the work pattern in any office 


Whatever your office work pattern involves 
—time cards, invoices, sales orders, inven- 
tory control, repetitive accounting steps— 
these Friden Integrated Data Processing 
machines can handle the job far more 
efficiently, a less costly way! 

The means is punched tape... carrying 
data translated into a common code lan- 
guage from one automatic Friden machine 
to another ...to another and another. 

By tape these new machines streamline 
office procedures. They originate, interpret, 
and process on tape both numerals and 


Pridow Natural Way 
ug! Machine 


has 10-key patented keyboard, Visible 
Check window for accuracy. Models 
available with or without automatic 
step-over of multiplicand. Specialized 
adaptations of the Friden Adding Ma 
chine actuate or are actuated by IDP 
machines. 


words, eliminating the human errors. 

With one or more Friden Tape-Talk ma- 
chines your office can realize immediate 
benefits from an automated system. For 
every pressing paper work problem, Friden 
has a Tape-Talk answer. Each machine 
quickly pays for itself. 

Here is a new kind of automatic office 
world you can’t afford not to learn more 
about. Call your nearby Friden agency or 
write FRIDEN CALCULATING MACHINE Co., 
Inc., San Leandro, California... sales, in- 
struction, service throughout U.S., world. 


Pride. aitomorie, 
edt 


is the essential programmer in many 
IDP systems. Operating alone or in 
combination with other automatic ma 
chines, this famed Calculator performs 
more steps in figure-work without opera- 
tor decisions than any other calculating 
machine ever developed. 


© Friden Calculating Machine Co., Inc. 
8 
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“fyiden. Comptyper 


is an IDP machine combining auto- 
matic writing and automatic calculating. 
Equipped with automatic tape punch 
and reader, it interprets and records 
both alphabetical and numerical data. 
Produces tape enabling other machines 
to transfer data to punched cards or 
accounting records; or data may be 
sent by wire to other offices. The Friden 
Computyper is widely used to system- 
ize billing, inventory, cost analysis, sales 
distribution, statistics, other typing- 
computing operations 


Ypideu Qdd-Paeh? 

is the 10-key adding and listing machine 
with tape punch mechanism. A key IDP 
unit, the Add-Punch ‘‘writes’’ punched 
tape while printing on adding machine 
tape. The punched tape can be inter- 
preted by other similarly-equipped ma- 
chines. Typical Add-Punch functions 
include recording of retail sales, sales 
audit, production and inventory control, 
and coding statistical data. 


From the Friden fully automatic Calculator, famed 
Thinking Machine of American Business...to the unique 
Natural Way Adding Machine...to IDP systems units 

that streamline procedures with automatic Tape-Talk— 
chapter by chapter the FripeN Street Story presents chal- 
lenging new opportunities for cost-savings in every office! 


®@ i riden“* 


Rochester, N. Y., Subsidiary 


For More Information Circle No. 214 
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ACCO 


Ne&’ TENPAK 


Makes Everybody a Prospect 
For This New “Acco First” 


A gegravation of lost, mislaid papers — eliminated. 


C ounter Displayed for convenient Self Service — 
Watch for TENPAK. 


C reates positive safety for your papers — in or out of files. 


@ pens new opportunities for efficient business operation. 


Be ahead—start using the Acco method of paper fastening now. 
You'll soon be using all Acco products for better filing. 


Acco Fasteners No. 12 and 22 are also available in boxes of 50. Ask your stationer. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 187 
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Photo taken at one plant of the Pioneer Ice Cream Div. of The Borden Co. 


The DENOMINATOR works for DO/UCMS . .. 
Let it save TIME and MONEY for YOU! 


At Borden's a large number of trucks in the Metropolitan New 
York area are loaded with actual orders only—because thousands 
of telephone orders for their many different items are now con- 
solidated by The Denominator for the truck load sheets. Result 

.- greater efficiency and maximum savings in time and labor. 


Whenever you have many different types of items to be counted 
—each of which must be accounted for separately—you can do it 
better with The Denominator! 


This modern counting-tabulating device can be built to exact 

specifications to fit the specific counting categories of each busi- 
© Cow ness—as is so aptly demonstrated in the above photo. Write 
AW Dept. 0-75. 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
For More Information Circle No. 186 
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Whatever line are you ready to fill the 
of conventional NEW NEEDS 


duplicating Ml of today’s customers? 


Revolutionary changes and improvements in typewriters and 

you now handle duplicating machines now call for the carbon, ribbon and dupli- 
cating supplies that provide reliably good results with these 
new machines. 





products 


To mect more fully all of today’s requirements Allied research 
has developed a whole new concept in specialized products. 


rake, for instance, one example: 


a new process in stencils 


“Easy Read’”’ is the nick- 
name of our new Flagship 
stencil. It was earned by 
its unlimited visibility! Our 
new processed coating is 
so perfectly balanced in 
sensitivity for use on elec- 
tric, standard and noise- 
less typewriters that even 
non-experts turn out uni- 
formly fine impressions on 
every kind of stencil ma- 
chine. It is available in 
standard colors—with or 

0 Pet Fibber without film. 
oo py cl Compare the cut-out and 
Tabulating ribbons stretch-resistant, long run 
“ performance of the Flag- 
ship stencil and you too 
will standardize on Flag- 
ship as your finest stencil. 


Let the Allied man* show you one or more or these 
abies newest developments, which you can add to your 
School packs current line, to fill the needs of your most im- 
ae eg portant customers today—and you'll begin to get 
Carbon binders acquainted with the value of an Allied franchise. 


* P.S. Or we'll be glad to send you details by mail. 
Just write to Dept. B4. 


ALLI E D CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


See us at NSOEA Convention, Booth 132, Conrad Hilton Hotel, Chicago, Ill. 
For More Information Circle No. 329 


my 
ransfer carbons 
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JT be loving 
.» you, always! 


-) 


TIFFANY 


OFFICE MACHINE 


First choice of office workers 
and management everywhere 


e.. Love that Tiffany Stand!" 


Office workers love 'em because their work- 
day is much easier with a Tiffany Stand. 
Nerve - racking machine noises disperse 
through the open top; shake-proof con- 
struction prevents tiresome vibrations; no 
scratches or ruined hose from these smooth 
edges. 


Management loves ‘em because office workers are 
happier, more efficient. Superior, all-steel construction 
lasts a lifetime of continuous use... costs less per-year- 
of-service than any other stand. 





MODEL 5000 (shown at right) — popular for general 
use. Retractable casters, large drop leaf, adjustable 4-cup 
open top, compact. With 2 drop leaves—Model 5002. 


MODEL 8002 (shown above) —square tubular leg con- 
struction; larger and extra-heavy for electric typewriters 
and bookkeeping machines; absolutely vibration-free. 
i 4 vaf—N 000. 
(With 1 drop leaf—Model 8000.) 8000 end 5000 
Series also avail- 


At better dealers everywhere...for further information, write Dept. 9 = -!*. 352" high for 


stand-up use. 


For More Information Circle No. 258 
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Have | got 
“Rush-joh” 
problems! 


LLERS AND BLANKETS 


MERCURY-LITH RO chines 


- re 
for Multilith printing ; 
: ERCURY-GRAPH a. 
S duplicating mac 


tor Multigroph ——" 


When you have a really tough reproduction 
problem—tricky combinations of tints and 
solids, delicate lines, or halftones similar 
to those run on commercial presses 

that’s when you'll be glad you have Mercury 


rollers and blankets on your presses. Give 





Mercury products a trial! 


RAPID ROLLER COMPANY 


Main Office and Factory: Federal at 26th St., Chicago 16, Ill. 
‘ Eastern Sales Office & Warehouse: 218-224 Elizabeth Ave. . Newark 8,N.J. 
For More Information Circle No. 197 
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SUFT 


ADDING MACHINE 


SWIFT BUSINESS MACHINES CORP. 


Great Barrington, Mass. 


For More Information Circle No. 257 











This is the ONE Agency... 





This is the one agency directly 
authorized by Monroe 

for the Foreign Distribution of 
world famous used 

Monroe Calculating Machines. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 





For More Information Circle No. 256 
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Wall Anchored . . . easy to use... 
hard to attack . . . saves space. 


Floor Anchored . . . out-of-the-way 
. . well adapted to modern 
building construction. 


Entirely new and modern in design, 
this York bolt-type money chest features 
deposit slot in inner partition equipped 
with 2-key locked door. Collar and cover 
plate are provided for floor installation. 


“ork 


| 
} 


York cives vou 
BURGLARY AND HOLD-UP 
PROTECTION AT A NEW 
Low cost! 


This new low-cost York Money Chest pro- 
tects cash from holdup and burglary attacks. 
During business hours, bank deposits are 
accumulated in an inner compartment .. . 
beyond reach of bandits. After-hours, all 
money is protected from burglary attack. In- 
surance underwriters allow up to 60% reduc- 
tion in mercantile safe insurance premiums. 





For protection against “carry-out” bandits, 
York has designed this bolt-type chest for 
anchoring in walls and floors as an integral 
part of the building . . . or in steel-encased 
concrete blocks. The chest carries Under- 
writer’s Laboratories’ relocking and Safe 
Manufacturers National Association labels. 
It qualifies for class “E” burglary insurance 
rates on Mercantile Safe and Broad Form 
policies. 


For full information about using York Money 
Chests to discourage attacks and reduce costs 
. write today. 


N-377-DI 


YORK SAFE & LOCK 


910 Mulberry Rd., S. E., Canton 2, Ohio 


For More Information Circle No. 181 
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MAKERS OF THE WORLD FAMOUS 
PATENTED “‘STA-CLEAN”’. METALLIC 
PROTECTIVE-COATED MASTER UNITS 


U. $. PAT. 2,671,734 


A reputation can not be bought. It must be 


earned. 


We have earned ours by strict adherence 


to these rules: 


¢ Set one standard, but set it HIGH 
¢ Serve one trade, but serve it WELL 
* Make one product, but make it BEST 


SPECIALIZING IN MASTER UNITS 
SPIRIT & HECTOGRAPH CARBON PAPERS 


SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


WA | RIBBON AND CARBON MEG. CO., INC. 
ee | GENERAL OFFICES AND FACTORY 
HARRISON, NEW JERSEY, U.S.A. 








For More Information Circle No. 252 
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AT LAST—D TLIGHTLPHOTOCOPY INS 


aw TOMATI C ALL ELECTRIC 


NORD 























Copies everything on original regardless of ink 
or color. Copies letters, blueprints, all docu- 
ments. Makes copies from bound books with- 

out tricky settings or special adjustments. 


ECONOMICAL! 


Low initial cost—low copy cost. Does fie 
the work of an extra employee... 
and doesn't need a coffee break! 











New "SILVER RAY" light 
source—New daylight type 
paper—One simple control. 


WRITE FOR COMPLETE DETAILS NOW! 
See Us At Booth 222G FRANCHISES STILL AVAILABLE. 
National Business Show * 


Made in U.S.A, by 


: ae 
* Ploneer 6-4300 


For More Information Circle No. 422 
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) 
Expensi ve 


Whiting 
for a LIGHTNING af 


LETTER OPENER oe 


Does your organization start the day in 

low gear—while folks wait patiently for ~ 
the mail? Equip your office and mailroom NY 

with a Lightning Automatic Letter 

Opener. In two or three minutes it a. \ 


will open all the mail that formerly 

took an hour to open by hand. 

No sorting for thick or thin, 

long or short, small or bulky ya 

envelopes — the Lightning ORDER DEPT FREE 
Letter Opener opens \ TRIAL 


them all without the IN YOUR 
slightest adjustment 

and with com. NN MAILROOM 

veel ead a ~ Try the new Model 

‘ | A-9 Lightning Letter 

Opener in your own office 

a without expense or obli- 


gation. Write for full par- 
ticulars. 

A greater champion than ever— 

the Model A-9 has a beauty of line 

and finish befitting its mechanical ex- 

cellence. Unskilled help can operate it 

safely and efficiently at the rate of 500 

letters a minute. 


There is an electric or manually operated automatic Lightning Letter Opener 
to meet every mailroom need. 


Also See the New Lightning Letter Sealers. Visit Our Exhibit at the 
National Business Show, New York, Oct. 28-Noyv. | 


The World's Standard for 40 years by the originators of the automatic letter opener. 
Offices in principal cities. 


THE BIRCHER COMPANY, INCORPORATED 


192 MILL ST., ROCHESTER 14, N. Y. 
For More Information Circle No. 288 








and fast in a machine too 


... that’s Speedmakler 


Speedmaster is a translucent master paper with the good looks 
of a regular bond, yet it goes through the direct print copy 
machine fast to give clean, sharp copies. 


Speedmaster has a special finish that permits pencil or pen 
writing. 
Speedmaster doesn’t curl. It lies flat to prevent jamming in the 
machine. 


neenah 


paper oa oF Please send me the free 
company : : folder Speedmadter con- 
taining information 
neenah, . and samples of trans- 
wisconsin = lucent master papers 

A Division of Kimberly-Clark Corp. ° ; : : by Neenah. O05 





ae 
Signature _ 


©e lecnti as : Attach to your business letterhead and mail to: ° 


Femme OE BUSINESS PAPERS AB neenah paper company, neenah, wis. 
Re S\WCE 1873 


CROSSES SEETHER HEHEHE EHO HERE EERE Ee 


For More Information Circle No. 286 
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THE FINE ART OF FILING AND FINDING 


. tty 
2 f 
‘ a 


BEST EXPRESSED WITH 


RECORDS CONTROLS 
by Mremington Fland 


DIVISION OF SPERRY RAND CORPORATION 


A Remington Rand representative can start you toward solving one 
of the most costly and time-consuming problems in business today! 
That’s the management of your records .. . the fine art of filing and 
finding. You can be sure that he will recommend just the right filing 
systems, controls and equipment, because we make them all! Write for 
free booklets LBV 895 and LBV654 to Room 2026, 315 Fourth Avenue, 
New York 10, New York. 


For More Information Circle No. 182 
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Offset press section in the duplicating department of J. J. Newberry Co., New York. 


How to Operate a Complete 
Office Duplicating Department 


JAMES F. HORAN, Printing Department Manager 


EOPLE are the first consideration 

in the organization, operation and 
control of a duplicating department. 
Time is the major cost factor in all 
work of this type and the department 
can be no better than its people—in- 
dividually and collectively. Solid super- 
vision is an absolute must. All the rules 
of good management must be applied 
by the manager and his first-line super- 
visors. The workload must be divided 
properly so that each person has his 
fair share. I believe in specialization to 
a certain degree: train a man thorough- 
ly and Assign him to a specific machine 
or job, This part of the operation is 
his and he must care for his equipment. 
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J. J. Newberry Co., New York 


He may only do a certain type of work 
or part of the whole job but, when he 
fits into the overall picture, you can 
achieve near maximum _ production. 
However, I have learned that, while 
specialization can produce top per- 
formance, I can be left high and dry 
when one cog in the wheel is missing. 
So we have secondary jobs for many 
people in our department to completely 
cover all key positions. We have.a few 
people who are excellent at several dif- 
ferent positions and they are the back- 
bone of the’ operation. It would be 
wrong to allow them to specialize in 
one phase only. 

A factory atmosphere 


should not 





be prevalent in the private plant which 
should have the same general appear- 
ance of other office work areas. Man- 
agement wants a place they can be 
proud to show off to visitors, so there 
is an obligation to lift duplicating out 
of the stockroom or workshop locale. 

There is no substitute for good work 
flow to create a near straight line oper- 
ation and reduce wasted efforts. Physi- 
cal limitations in buildings present a 
constant challenge in designing an effi- 
cient layout. In our department we have 
departed from the old shut-off discon- 
tinued work area so everyone can see 
that he or she plays a part in the over- 
all picture. Everything connected with 
the preparation of work—art, typeset- 
ting, proofreading, photography, plate- 
making—is grouped in one general 
area. The next zone is the actual press 
area with all the accessory equipment 
and this section leads into the bindery 
and the final stage of mailing. 

With a workable layout and the 
proper equipment staffed by people 
with experience, volume is governed 
only by the numbers and size of the 
machines. The set-up must be flexible 
enough to accommodate a good per- 
centage of rush work. 

Supplies should be selected very 
carefully. Service is a big factor. Many 
times you can buy the same item from 
several distributors but one offers better 
service than the others. A steady flow 
of paper and supplies must be as- 
sured if we don’t want people to be 
idle when plates or chemicals run out. 
It takes time to build a group of dis- 
tributors and suppliers who can be 
trusted to do their part to keep you in 
full operation. If a salesman keeps his 
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word, remain loyal to him and your 
department and company will benefit in 
the long run. 

When it comes to the actual work. 
the department manager must set-up a 
definite system or routine and con- 
stantly search for ways to improve it 
There must be a general deadline for 
all work, positive deadlines for certain 
types of work, and an express track for 
the “drop everything” jobs. 

The man in charge must know how 
each job will be done and how long 
it will take to do it. He must know the 
approximate cost of each job. This is 
simple when we have about 50 to 100 | 
different jobs, but more difficult when 
the volume is 500 to 1000 jobs. Time 
must be saved all along the way. Stor- 
age (work waiting to be done) must be 
kept to a minimum. A healthy backlog 
is necessary so that all the parts can 
start moving right on time the first 
The department 
must be run as though its manager was 
paying all expenses out of his own 
pocket. New work must be accepted 
cheerfully because more work means 
more responsibility and that is how the 
manager and his department increase 
their value to the company. 


thing each morning. 


Safety of employees should always be 
uppermost in the manager’s mind. He 
can’t duck this issue. He is responsible 
for his .people and his eyes must be 
always open to possible dangers around 
equipment and chemicals. 


Waste in the private duplicating 
plant is not classified the same as in a 
commercial shop. Special efforts must 
be made to keep this item to an abso- 
lute minimum. 

Control of the reproduction depart- 
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Some samples of work produced in Newberry’s duplicating department: cloth labels and 
price tickets, customer charge plates, three-color process printing, one to five-color signs 
and display material, and their two-color letterhead. 


ment means getting a fair return for 
the money spent and keeping the or- 
ganization running smoothly. /’m learn- 
ing more and more about this every 
day. Quality levels are constantly being 
up-graded and continuous studies made 
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to raise production standards. The larg- 
est cost factor is wages which makes 
personnel the most important part of 


the operation. Supervisors form the 
nucleus of control. Their selection and 
development can make or break any 








PRINTING DEPARTMENT 
DAILY STATUS 





TO: Dept. Mgr. By 
9 A.M. Each Day 





/ PLEASE RECORD ACCURATE INFORMATION / 
COUNT JOBS WITH NUMBERS ONLY 





SECTION 


A - Jobs not started 





B - Jobs started 


PROOFREADING SECTION 





- Jobs being proofread now 
- Jobs waiting to be proofread 
Jobs in art section 


Jobs out to Johnson 


ROOM 
Jobs to be shot 
To be completed 


Xerography 





MACHINE SECTION 
, - Jobs to be run plates 
Not completed plates 


, all jobs with a job No. - to be folded - t& 
drilled - cr or waiting to go to collating. 


COLLATING SECTION 





A - Jobs to be collated 


B - Collated but not ready. 


MAILING SECTION 


A - Waiting to mail 





TOTAL “LIVE 
NOT COMPLETEI 
eae 











l 
The daily status report is the most important record kept by Newberry’s duplicating 
department because it shows the amount of work to be done in each section. This allows 
proper overall planning and control of work. 
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OFFSET PRESS SECTION 








| DAILY PRODUCTION RECORD | 





Operator 
1250 


Please complete report by 9 A.M. each morning - showing work accomplished 
for previous day and turn in to section Supervisor. 


Plates Impressions 





1250 





1250 





1250 





1250 





1250 





1275 





2066 





Little Chief 





Supervisor: 
Make total - study report 
and turn in to Dept. Mgr. 
early each morning 





eee Re Raa eT Mamma | 








A daily production record of work completed. 


enterprise. The supervisor, in turn 
must develop each person in his section 
into the best possible employee. This 
is easy to say, but hard to do. 

Once you have a well trained group. 
properly supervised, the next important 
item is a good system. All jobs must 
be recorded in a simple way. Our work 
is entered in a master book and given 
a job number. We show date received, 
from whom received and a few bits of 
vital information. When the job is com- 
pleted, it is crossed out in the book. 
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There are no job tickets—all vital in- 
formation is written on the back of the 
original copy. Each person working on 
the job signs his initials and the date on 
the original copy. This system was de- 
vised after trying many different job 
ticket ideas. It is very simple, effective 
and requires little maintenance. 
Simple production records should be 
kept for all types of work that can be 
measured. This information can be in- 
valuable in planning new work, in pre- 
senting proposals to management for 


"9 


‘ 








WORK AC 


p OF PLA? 
enis manner 


| PHOTO -OF FSET - CAMERA ROOM 


(—EROGRAPHY_ \ 
oem MPLI SHEL 


ATES MADE ON 
3434 anc 





mx EQUIPMENT . 
XEROX pret ror each & 


snow *V 








NOTE 
Turn in this report every 
to Dept. Mgr. 


Indicate work done on overtime. 











{COUNT EACH SIDE OF PLADE MADE AS A SEPARATE PLATE | 








Weekly production record forms for platemaking. 


new equipment and in evaluating job 


performance and establishing work 
standards. This must also be kept very 
simple. It is foolish to have an elaborate 
record system that only adds to the cost 
of a job. 
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In our operation, the status report 
has become the most important aid in 
planning work. Until recently we were 
satisfied to check once a week to see 
how mtu had been done and how 
much remained to be done. With our 
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PRINTING DEPARTMENT 
COLLATING SECTION 


Wor Accdiplished Record 











METHOD USED (Show X) 





NO. OF | ENTER COUNT Est) no. of =f 


= 
OF JOB PAGES TO JOB 


NUMBER OF 
SHEETS COLLATED 


MACEY 
COLLATOR 


IMT TIALS FOR 
HAND WORK 


THOMAS BY 
COLLATOR HAND 


















































A form for reporting collating production. 


volume this 


of new work up 112% 
year, it is necessary to compile a status 
report each morning to show the num- 


ber of jobs to do in each section. This 
enables me to give an extra boost to 
an overloaded section; plan overtime 
or farm out some work. 

If a yearly report is thought out and 
written honestly and accurately, the 
company will see the sum total of work 
accomplished for the money spent. 
Reports of this type have a great bear- 
ing on plans for modernization and 
shop expansion. 

New types of work must be con- 
sidered carefully. Cost studies should 
be made and, in some cases, prices 
should be asked from outside for com- 
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parison. Be careful not to fall into a 
trap of adding new types of work to 
fill up machine time during a slow 
period, especially if the work 
suited to your equipment. This could 
force you to equipment to carry 
the increased load during a heavy work 
period. When you reach a _ normal 
period again, you won’t have enough 
work to keep all presses busy and may 
again add new types of work to take 
up the slack to start the vicious cycle 
again. Shops which specialize in doing 
overflow work for private reproduction 
departments are the logical sources to 
use because they do a great job on 
service and price. If you have enough 


is not 


add 


Continued on page 161) 














The entrance lobby of the New York Coliseum during last year’s National Business Show. 


NATIONAL BUSINESS SHOW 
OPENS IN NEW YORK 
OCTOBER 28 


HE NATIONAI 

SHOW, opens in 
York’s Coliseum on October 28, 
.again present the greatest array of 
office machines, equipment and sup- 
plies to the largest numbers of visitors. 
During its first year of operation, the 
Coliseum has proved capable of han- 
dling huge crowds on its four exhibit 
floors with a minimum of inconve- 
nience. Nearly 2 million people at- 


BUSINESS 
New 


will 


which 


82 


tended the first 24 shows in this mam- 
moth exhibit hall, the first building of 
its kind to offer such a variety of facili- 
ties to both exhibitors and visitors. 
For the comfort of visitors, the 
Coliseum is completely air conditioned 
with controlled heat and humidity 
High level intensity overhead fluores- 
cent lighting provides a soft attractive 
light averaging 50 footcandles 30” 
from the floor in all exhibit areas. Each 
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Accounting Systems Co. 

Acme Bulletin Co 

Acme Visible Records, Inc. 

Addo-X, Inc. 

Addressograph-Multigraph Corp. 

Adirondack Chair Co. 

Alden Systems Co. 

Alma Office Machine Corp. 

Alwac Corp. 

American Dictating Machine Co. 

American Map Co. 

American Microfilming Service Co. 

American Photocopy Equipment Co. 

— Telephone & Telegraph 
°. 

Art Steel Co. 

Atlas Stencil Files Corp. 

Audograph Co. of New York 


Bankers Box Co. 

Bates Accounting Forms Co. 
Bates Mfg. Co. 

Better Packages, Inc. 

Bircher Co. 

A. Blank, Inc. 

Bohn Duplicator Corp. 

Book of Knowledge 

Charles Bruning Co. 

B. H. Bunn Co. 

Burroughs Corp. 

Carteret Printing Co. 
Chart-Pak, Inc. 

Cincinnati Time Recorder Co. 
Clary Corp. 

Collamatic, Inc. 

Collister Corp. 

Colonial Pay-Rite Systems 
eae Ribbon & Carbon Mfg. 


°. 

Consolidated 
nc. 

Consolidated International Equip- 
ment & Supply Co. 

Copease Corp. 

Copycat a 

Copy-Craft, Inc. 

Cormac Photocopy Corp. 

Cummington Corp. 

Cummins-Chicago Corp. 

Davidson Corp. 

De Jur-Amsco Corp. 

Dennison Mfg. Co. 

Denominator Co. 

A. B. Dick Co. 

Dictaphone Corp. 

Dictograph Products, Inc. 

Didde-Glaser, Inc. 

Diebold, Inc. 

Ditto, Inc. 

Do-More Chair Co. 

Dresser Products, Inc. 

Ebco Mtg. Co. 

Elbe File & Binder Co. 

Electronic Communications, Inc. 

Elliott Addressing Machine Co. 

Evans Specialt °. 

Ever Ready Label Corp. 

Executone, Inc. 

Felins Tying Machine Co. 

Ferris Business Equipment, Inc. 

Friden Calculating Machine Co. 

General Binding Corp. 

General Photo Troderhs Co. 

Gestetner Duplicator Corp. 

M. P. Goodkin Co. 

Goodyear Printing & Stationery 


°. 
Graphic Microfilm Corp. 


Business Systems, 


Tue Orrice—October, 1957 


EXHIBITORS 
at the 
NATIONAL 
BUSINESS 
SHOW 


in 


NEW YORK, 
Oct. 28-Nov. 1 


Haloid Co. 

Philip Hano Co. 

Hartman Metal Fabricators, Inc. 
EF. Hauserman Co. 

Heller Roberts Corp. 

Heyer Corp. 

Allen Hollander Co. 

Douglas Homs Co. 

Hygienic Phone Service, Inc. 


Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Machines 
Corp. 

Itkin Bros. 

Kellog 
Kenro Graphics, Inc. 
Eastman Kodak Co. 
Korda Industries 


Lamson Corp. 

Lansdale Products Corp. 
Letterex Corp. 
Lithoplate, Inc. 

F. G, Ludwig, Inc. 

Macey Co. 

Maggie Magnetic, Inc. 
Magne-Dex Sales of N. Y. 
Harold Mannheimer Org. 


Manpower, Inc. 


Switchboard & Supply Co. 


Marchant Calculators, Inc. 

Master Addresser Co. 

J. Curry Mendes Corp. 

Michael Lith, Inc. 

Miehle Printing Press & Mfg, Co. 

Miles Reproducer Co. : 

Miller Lauffer Printing Equipment 
Corp. 

Minnesota Mining & Mfg. Co. 

Monarch Metal Products, Inc. 

Monroe Calculating Machine Co. 

Mosler Safe Co. 

Morgan Co. 


National Bundle Tyer Co 
National Cash Register Co. 
Nord Mfg. Corp. 

North Electric Co. 

NuArc Co., Inc. 


THE OFFICE / 

The Office Research Institute 

Ohio Chair Co., Inc. 

Old Town Corp. 

Olivetti Corp. re 

Ozalid, Div, General Aniline & 
Film Corp. 


Paillard Products, Inc. 

Parnat Precision Machine Works 
Payroll Tax Service, Inc. 
Pelprinter, Inc. 

Pitney-Bowes, Inc. 

Plan Hold Corp. 

Planoramics 

Plastic Binding Corp. 
Polychrome Corp. 

Port Huron Sulphite & Paper Co. 
Puro Filter Corp. 


Record Controls, Inc. 

Record Files, Inc. 

Recordak Corp. 

Recording & Statistical Corp. 
Rex-Rotary Distributing Corp. 
Rite-Line Corp. : 
Robertson Photo Mechanix, Inc. 
Rovico Inc. 

Royal Typewriter Co. 


Scata-Crime Mfg. Corp 
Seal-O-Matic Dispenser Co. 
Simplex Time Recorder Co. 
Smith-Corona, Inc. 
SoundScriber Corp. 

Standard {nstrument Corp. 
Standard Manifold Co. 
Standard Register Co. 
Staplex Co 

Statistical Tabulating Corp. 
Stewart Warner Electronics Corp. 
Swift Business Machines Corp. 
Swingline, Inc. 


Tab Products Co. 
Tele-Norm Corp. 
Thomas Collators Inc 
Tiffany Stand Co. 
Traveletter Corp. 


Underwood Corp. 
United States Plywood Corp, 


Vari-Typer Corp. 
Veeder-Root, Inc. 

Victor Adding Machine Co. 
Victoria Arduino Corp. 


Watson Mfg. Co. 

Alfred Allen Watts Co. 

Weber Addressing Machine Co. 
Webster Electric Co. 

Wheeldex & Simpla Products, Inc. 
M. G. Wheeler Co. 





Connie Conrad, Queen of the 1957 Na- 
tional Business Show, and Charles B. 
Alling Jr., chairman of the N. Y. Sales 
Executives Club’s distinguished salesman 
award committee, with the prizes which 
will go to this year’s top salesman at the 
National Business Show. 
floor has three food bars and a bever- 
age bar in addition to a cafeteria with 
a Capacity of 350 persons, and a bar- 
lounge. Food and beverage service are 
available in the ten air-conditioned. 
soundproofed meeting rooms. Rest 
rooms are conveniently located through- 
out the building. Exhibitors, too, enjoy 
complete mechanical service facilities 
not available in any other building of 
this kind. 

This year’s National Business Show 


exhibitors, showing 
more new things, than ever before. 
The rapid advances made in office 
equipment during the past year should 
prove intensely interesting to anyone 
whose business involves paperwork— 
and that includes just about everybody. 
The only way business and industry 
can keep up with the rising costs of 
manpower is to production 
through continued mechanization. Even 
those clerical jobs which remain man- 
ual can be improved with better, more 
appropriate supplies. Systems experts 
continue to lament of the high per- 
centage of our office work which re- 
mains unmechanized, even in the larg- 
est companies and especially in smaller 
offices. Perhaps one of the best accom- 
plishments of a show of this kind is 
that office employees can visit it and 
themselves many types of 


will have more 


raise 


see for 


equipment which would help them in 
their work. Then they can go back to 
their employer and ask, “Why can’t we 
get a machine like that?” 

There will be a Management Center, 
staffed to answer tough problems in 


office management. Located on the 
second floor of the Coliseum, the cen- 
ter, which will consist of a panel of 
eight experts in various phases of office 
management, will provide businessmen 
with expert guidance toward the solu- 
tion of troublesome office management 
problems. Visitors to the show will 
have direct access to the Management 
Center panels, while businessmen 
throughout the country will merely 
have to call JUdson 2-6010 (New York 
City) to be directly connected to the 
center. 


Designed by  Itkin-Affrime-Becker 
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RUDOLPH LANG 


Managing Director 
of The National 
Business Show 


Design Associates, Inc., New York, and 
‘equipped by exhibitors in the show 
the Management Center will seat a 
panel of experts in data processing. 
methods and procedures, records ad- 
ministration, communications, dupli- 
cating and copying, machines and 
equipment, interiors, and personnel ad- 
ministration. Acting as moderators dur- 
ing part of the panel sessions will be 
several well known personalities from 
radio and TV, such as John Tillman 
and Kevin Kennedy of the New York 
Daily News TV Station, WPIX; Tony 


Marvin of CBS; Kenneth Banghart- 


NBC; Carol Reed, CBS; and Janet Ty- 
ler, ABC. 

With an audience in excess of 100,- 
000 expected at the show, it is antici- 
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TRO YEAW WATIONAL BUSWESS Show PerSeNTEN- Y's 


pated that the flood of questions will 
go beyond the physical possibility of 
personal answers. In these cases, an- 
swers will be forwarded by mail, and the 
panelists will answer all pertinent ques- 
tions directed to it. Such a panel, avail- 
able nationwide, has never before been 
undertaken and has been made possible 
through the cooperation of the people 
involved by their sincere interest in 
serving the nation’s businessmen. 

One of the first 1958 Ramblers to 
come off American Motors’ production 
line will be used as the official press 
car of the show. With the cooperation 
of American Motors, the National 
Business Show will provide this car 
service to all members of the working 
press, Available at the show’s press 
room, the car will be dispatched to 
pick up, or drop off, reporters, editors, 
photographers, etc., of newspapers and 
magazines. The chauffeur for the Ram- 
bler will be provided through the co- 
operation of Manpower, Inc. 

The National Business Show will re- 
main open until November 1. Admis- 
sion tickets will be available free from 
all exhibitors. Business people may 
attend without a ticket by filling out a 
ticket form at the door. As usual, this 
event will attract many persons from 
all over the world. 


" 





F. Walton Wanner 
SPAA President 


In Los Angeles 


SYSTEMS 
MEETING 


ESTERN BUSINESS and indus- 
W.:: is taking the lead in promotion 
and presentation of the 1957 Inter- 
national Systems Meeting to be held at 
Los Angeles’ Statler Hotel, October 7-9, 
Leslie H. Matthies, ISM general chair- 
man, reported. The meeting, being held 
in the West for the first time, is an 
educational workshop for men and 
women who are active in systems and 
procedures work or who have systems 
responsibilities. 

“Engineers and executives, account- 
ants and controllers from businesses 
large and small, will take part in the 
85 general sessions, seminars, industry 
groups and special sessions,” Mr. Mat- 


66 


thies predicted. Sponsored by Systems 
& Procedures Assn. of America, the 
ISM is now in its tenth year. 

“Few colleges or universities offer 
practical systems courses,” Mr. Mat- 
thies stated, “but systems men and 
women can fill the educational void by 
participation in this yearly event.” 
Twenty different industry group meet- 
ings will answer specific questions 
about systems problems common to all 
businesses within an industry. Aircraft, 
banking, communications, manufactur- 
ing, iron and steel, transportation and 
entertainment are but a few of the 
industries to be covered. 


“For the first time,” Mr. Matthies 
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General Sessions at the Systems Meeting 


MONDAY MORNING, OCTOBER 7 


DESIGN FOR CONTROLLED PROFESSIONAL DEVELOPMENT: F, Walton Wanner, 
SPAA President. 


MONDAY AFTERNOON, OCTOBER 7 
MANAGEMENT COMMUNICATES THROUGH SYSTEMS: Joseph Pelej, Price, Water- 
house & Co. ‘ 


aa AND CONTROLLING THE SYSTEMS FUNCTION: J. W. Haslett, She// 
il Co. 


FORMS DESIGN AND CONTROL: C. L. Bateman, Ross-Martin Co. 


WHAT ARE WE STRIVING TO ATTAIN IN SYSTEMS?: Norman J. Ream, Lockheed 
Aircraft Corp. 


TUESDAY MORNING, OCTOBER 8 

BRAINSTORMING: E. R. Erskine, Ethy/ Corp. 

MEASURING CLERICAL PERFORMANCE: Ben S. Graham, Standard Register Co. 
MANUAL METHODS: Lynne W. Pickler, Moore Business Forms, Inc. 


OPERATIONS RESEARCH IN SYSTEMS WORK: Ned Chapin, Stanford Research 
Institute. : 


TUESDAY AFTERNOON, OCTOBER 8 


ARE YOUR PROCEDURES DEAD?: Joseph D. Cooper, Deputy Postmaster General. 


NEW DEVELOPMENTS IN ACCOUNTING MACHINE METHODS: J. Walker Voris, 
Lybrand, Ross Bros, & Montgomery. 


EFFECTIVE WRITING: Pauline Putnam, Writing Clinic. 


USE AND MISUSE OF PUNCHED CARD METHODS: Richard C. Link, Genera/ 
Petroleum Corp. 


WEDNESDAY MORNING, OCTOBER 9 


PRODUCTION PLANNING AND CONTROL: William N. Spray, United States Stee! Corp. 


LATEST DEVELOPMENTS IN EDP FOR BUSINESS: John E. Johnson, Datamatic Corp.; 
Milton M. Stone, ElectroData; J. R. Townsend Jr., International Business Marchines 
Corp.; Jerome S. Sumner, National Cash Register Co.; Dr. H. F. Mitchell Jr., 
Remington Rand. 


NEW TECHNIQUE OF ORGANIZATION ENGINEERING: Louis A. Selogie, University 
of California, Los Angeles. 


WEDNESDAY AFTERNOON, OCTOBER 9? 

COST REDUCTION AND COST CONTROL: Ralph Jones, Booz, Allen & Hamilfon. 
GENERAL ELECTRIC'S EDP INSTALLATION: H. B. Hamilton, Genera/ Electric Co. 
BANK OF AMERICA'S EDP INSTALLATIONS: A. R. Zipf, Bank of America. 

HOW TC FILE IT, FIND IT AND GET RID OF IT: George M. Derry, Richfield Oi! Corp. 
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said, “emphasis is centered on the ad- 
vantages of combining vacations with 
trips to an International Systems Meet- 
ing. Mexico and Hawaii will be the 
objectives of special tours planned for 
registrants and their families.” More 
than 1,200 systems men and women are 
expected to attend and participate in 
this first systems meeting west of the 
Rockies. 

Special features never before offered 
at an International Systems Meeting 
will highlight the program, according 
to information released by Norman 
Carter, program chairman. Systems 
Spectacular will be presented three 
times during the meeting. This is a 
special sound-color motion picture pro- 
duced through the cooperation of Chief 
of Police William H. Parker of the Los 
Angeles Police Department, showing 
how systems are used in law enforce- 
ment. Other specials on the program 
will be Shake Hands With the Electron, 
Systems Managers’ Seminar, and Sys- 
tems Panorama. The latter is a 
three-day course in condensed systems 
education. Registration is limited, and 


basic 


the panoramic view of systems is de- 


signed to fill out educational gaps for 
owners and managers of small business, 
systems specialists and those new to 
the systems field. 

More than 5,500 program reserva- 
tion kits have been mailed to systems 
and procedures people throughout the 
world. International Systems Meetings 
are open to all management personnel 
whether or not they are members of 
SPAA. The 1957 event has been ar- 
ranged to take but minimum time from 
work. It also is an ideal opportunity 
for registrants to attend a workshop 
meeting and combine the trip to South- 
ern California with a vacation for 
themselves and their families. 

Other members of the executive com- 
mittee are Richard Manderbach, finance 
and administration; Marshall Dunn, 
publicity and promotion; David Gin- 
doff, arrangements, exhibits and enter- 
tainment; Gilman Jenks, secretary- 
auditor; and Harold Shanahan, associate 
program chairman. If you are inter- 
ested, you can obtain complete program 
details and reservation information by 
writing to 1957 International Systems 
Meeting, 629 S. Hill St., Los Angeles 14. 





Exhibitors at the 


Addressograph-Multigraph Corp. 
Alwac Corp. 

Charles Bruning Co. 

Business Systems, Inc. 

A. B. Dick Co. 

Elite Office Equipment Co. 
ElectroData Div., Burroughs Corp. 
Friden Calculating Machine Co. 
Haloid Co. 

International Business Machines Corp. 
Marchant Calculators, Inc. 
McGraw-Edison Co. 

Miles Reproducer Co. 





Systems Meeting 


Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
National Cash Register Co. 
Pacific Copy Corp. 

Payset, Inc. 

Recordak Corp. 

Royal McBee Corp. 
TelAutograph Corp. 
Thermo-Fax Sales, Inc. 
Visirecord, Inc. 

Weber Addressing Machine Co. 
Western Union Telegraph Co. 
Wright Line, Inc. 
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How to ) 
turn the tables © 


on office 
obsolescence 


Call the roll of Burroughs adding machines: 

The Ten Key (choice of 4 attractive colors). 

The Director full keyboard (same color 

choice). And the low-priced Thriftline in BURROUGHS 


new soft Amber Gray styling. ADDING MACHINES 


Here are the truly modern machines of today 
—and tomorrow—in their ultra-quiet 
operation. Their perennial accuracy and 
dependability. Their smart styling. Their 
shadow-touch operation. Their self-repeating 
multiplication key, and in the electric 
models—their instant credit balances. 

For a convincing free demonstration call pe pl aes tina 

our local branch office or dealer, listed in 

the phone book. Burroughs Corporation, For More Information Circle No. 259 
Detroit 32, Michigan. 





Finding What Is Lost 


Is An Unnecessary Cost 


The Messy Office 
Is a Costly Curse 


LIONEL E. GRIFFITH, Manager 


Machine Accounting & Order Processing Depts. 
International Latex Corp., Dover, Dela. 


EW OFFICES are untouched by the 

blight of untidiness. As the volume 
of paperwork grows, it becomes more 
difficult to keep it neat and orderly. 
Often we do not recognize untidiness as 
a problem until it threatens to stifle a 
clerical system. By that time we can be 
well on the way to a collapse in our 
paperwork operations. 

One of the soundest warning signals 
of trouble is the untidiness signal. As 
soon as we see untidiness developing in 
can be certain that we 
have difficulties developing somewhere. 
Untidiness can obscure problems of a 
grave character. It can and has become 
the burial ground of many sound ideas. 

The cost of untidiness in the office 
is fantastically high. Few of us have 


any area we 


90 


any real conception of the cost of an 
untidy paperwork operation. It is the 
breeding ground for careless work, 
poor discipline, high error factors, loss 
of records, misleading information, 
physical danger and other insidious and 
disturbing hazards. 

We have all seen the office manager 
or supervisor whose desk is piled with 
papers and records. To the undiscern- 
ing, it implies a busy, busy person. 
Watch this desk, day after day and 
several times during the course of each 
day for a few minutes. If the condition 
is consistent, and untidiness the normal 
state of affairs, we can be certain we 
have some or all of the following 
situations. 

BOTTLENECKS: Some of the pa- 
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Strokes 
of perfection 


INDEROGA 1388 N&2_ 
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Dixon 

Ticonderoga 
Pencils 

always write with 
clean, crisp strokes. 


For strokes of 
pure color... 
always use 


ih SESE SOLA RE ARS AG BREE OD 


Dixon Thinex 
Color Pencils 


D IXO N 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada 
Dept. 00-10 
For More Information Circle No. 432 
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MAIL 
THIS COUPON TODAY 


for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS. 
Please send me FREE copy of "How To Get Greater 
Service and Value From Your Records and Letters.” 


Name 





Title 





Company- 





Street 





State 
Please Print Plainly 





A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


% Judge poper properties and their value. 


%* Determine the effect of paper prices on 
total record or letter costs. 


¥% Get correct, most economical grode for 
each specific need. 


¥% Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 


sous ah 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS,. BONDS, INDEX 
BRISTOLS & LINENS 





For More Information Circle No. 283 
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pers on the desk should be elsewhere 
in the workflow, but the manager’s or 
supervisor’s desk is a bottleneck. 

SEARCH PROBLEMS: Reference to 
any or all of the data on the desk en- 
tails a rearrangement of the papers, 
often a search. 


LOSS PROBLEMS: The search prob- 
lem may result in a loss problem else- 
where in the office. This raises a ques- 
tion-and-answer technique to locate a 
given paper. 


Tidiness is vital in 
the machine area. 
Misplaced and lost 
cards, and dead 
cards remaining in 
the system, are a 
menace. 
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Reassembling _ this 
material will cost 
time and money. 
At least, it appears 
to have been la- 
beled. 


POOR COMMUNICATIONS: All 
papers, with few exceptions, moving 
across a manager’s or supervisor’s desk 
are part of a workflow. Unless they 
move, the flow stops. In many instances 
this results in a disruption of adequate 
communication between various units 
of the operation. It can affect schedules, 
plans, morale and a multitude of other 
things. 

LOSS OF TIME: Usually untidy 
desks become so disorganized that work 


mM 


“Tocco emno om 


fa Vadis 





has to cease periodically to bring order 
out of chaos. This often results in 
papers being improperly handled and 
buried during the so-called ‘tidying up’ 
process. Tidying up done under duress 
means that things are hidden. 

No matter how good the person 
seated at the desk, an untidy desk 
means a search. A search means time, 
and time means money. How often have 
we wasted time to “look something up.” 
We know we are not really looking 
something up; we are looking for some- 
thing which is lost. Frequently, we do 
not find the things we are looking for. 
Then we waste time on nagging 
thoughts that we are beginning to slip. 

Let us consider the office which is 
consistently untidy. Not the one which 


Storage in corridors and stairwells is not 
only unsightly but it leads to the growth 
of “trash heaps” and the deterioration of 
good supplies. 
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is normally tidy, but which has under- 
gone some large-scale procedural 
changes causing temporary untidiness. 
We mean an office where untidiness 1s 
the general rule. There are plenty of 
them. A close examination will disclose 
some, or all, of the following condi- 
tions: 

A much higher than average error 
rate in the work done. 

[he absence of clear direction in the 
work done. 

The absence cf adequate written pro- 
cedures. 

Failure to meet predetermined sched: 
ules. 

Low morale and high staff turnover. 

A higher than average accident rate. 

Lack of financial controls, where 
financial matters are concerned. 

Inadequate storage and filing areas. 

Poor machine utilization, where ma- 
chines are concerned. 

The absence or lack of 
supervision. 

A considerable 
time and effort. 

Searching and finding problems. 

Poor and improper use of equipment. 

Lack of proper equipment. 

The temporary and permanent loss 
of critical records. 

The loss of tools. 

All of these conditions, and many 
others, stem directly from untidiness. 
Neatness means proper order. Proper 
order means control. Careless or sloven- 
ly paperwork operations are always un- 
necessarily expensive. 

To identify the disease of untidiness 
we have to recognize the symptoms. 
Not all of us have an artistic eye by 
which we may separate the tidy from 


adequate 


amount of wasted 
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wiy (Mandatd CAN SERVE YOU BETTER 
IN THE FIELD OF FLUID DUPLICATING 


Standard, pioneer of fluid duplicating in America, has grown and 
prospered through the years. The Company’s aim has never been to 
be the biggest, but to be the best. Behind the quality of our products 
are high principles and conscientious people. 


We are proud, indeed, of the products we offer you, but we are equally 
proud of the warm and cooperative relationship which has so con- 
sistently prevailed for so long throughout our organization. 

In an industry that is relatively young, based on our Agents, Office 


and Production group, 56.5% of our employees have been with us 10 
years or more. Of this group, 28.4% have been with us 25 years or more. 


71.7% of our Agents have been with us 10 years or more. Of this group, 
34.2% have been with us 25 years or more. 


50.7% of our Home Office Staff have been with us 10 years or more. 
Of this group, 25.4% have been with us 25 years or more. 


This happy situation, more than anything else, is your assurance of 
perfect workmanship and the ultimate in service. 


Salesmen! Wonderful opportunities now due to Standard’s program of 
expansion. Guaranteed territories. Salary and commission. Write: 
Standard Duplicating Machines Corp. — Everett 49, Mass. 


STANDARD DUPLICATORS FOR BUSINESS SYSTEMS 


For More Information Circle No. 183 
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Isn’t this neater than just piling things on 
top of file cabinets? 


the untidy. Some people have a very 
clear mental picture of what tidiness is; 
others do not. We can all, however, 
apply the following simple criteria. 

Untidy situations will usually 
velop when: 

1. There are bits of paper or cards 
lying around on the floor, on desks, or 
on machines. 

2. Storage areas are inadequate and 
not under proper supervision. 

3. No proper place is provided for 
tools and equipment. Supervisors do not 
insist upon things being returned to 
their proper place. 

4. Files, cabinets and other recep- 
tacles of all kinds are not properly 
labeled. 

5. Insufficient space is allotted for a 
particular task. 

6. Boxes, cartons, files, machines, 
etc., are allowed to project into cor- 
ridors or aisles. 


de- 


7. Boxes, files, cartons, equipment, 
etc., are permanently housed in cor- 
ridors. 


8. Equipment and desks are arranged 
awkwardly; and do not form a work 
pattern in the way they are arranged 

9. Equipment and furniture is not 


standardized in style and color within 
given groupings. 

10. Equipment, files, etc., standing 
above desk height, are accommodated 
in the center of an office or away from 
the walls. 

11. Trash is not removed at proper 
intervals. 

12. Dissimilar things are arranged to- 
gether. Sometimes this is a question of 
grouping like with like; at other times 
it is a matter of arranging groups that 
are alike, although the components of 
the groups may differ. 

13. The bad habit of allowing pieces 
of paper, posters or notices to be stuck 
on walls or doors instead of providing 
a proper bulletin board. 

14. Maintenance is neglected on ma- 
chinery- and equipment. 

15. There is no systematic inspection 
of each office area. 

This list is not all-inclusive. Particu- 
larly important are those areas of the 
office in which paper is handled in 
volume. Here we are usually concerned 
with sorting, arranging and assembling 
activities. Unless we allow sufficient 
space and provide proper receptacles 
for all the material handled in these 
hinge areas, we can be fairly certain 
we will have an untidy operation result- 
ing in mislaid and lost papers. 

Achieving and maintaining a reason- 
able standard of tidiness is no easy 
matter. We have found, after examining 
hundreds of application forms, that 
neatness is very much the exception 
rather than the rule. Since new em- 
ployees come from schools or colleges 
rather than from industry or business, 
we must assume that little or no atten- 
tion is given to neatness in our schools 
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“Teamieeswaaneae EXECUTIVES—tear out this page and mail today! sane T 


Which of these 12 case histories on 


“improved communications” will aid you 


Draw upon this rich source of ideas 
—check as many as you like! 


[] 1774 How a $180,000,000 financial 

~ institution, Talman Federal, improves cus- 
tomer service. P-A-X telephones unite all 
departments for fast, convenient customer 
service. 
1764 Revere Copper & Brass keeps 
company-wide control of operations, re- 
ports new efficiency, greater time-savings 
with plant-owned P-A-X telephone system. 
1770 How Glens Falls Insurance Com- 
pany saves countless steps, cuts paper- 
work, speeds operations with P-A-X inside 
telephone system. 
1776 How Crown Cork & Seal Com- 
pany speeds communications and saves 
money with its privately owned P-A-X 
business telephone system. 
1771 How Pheoll Manufacturing Com- 

" pany co-ordinates and speeds its oper- 
ations with P-A-X inside telephone system. 
1773 For over 38 years, Bunte-Chase 
Candy Company executives have enjoyed 
fingertip control of operations and pro- 
duction with the help of P-A-X telephones, 
1769 How plant-owned P-A-X tele- 
phones sharpen efficiency, conserve man- 
power for Detroit Hardware Manufac- 
turing Company. 

| 1768 How Alexander Film Company 

~ co-ordinates scores of operations, many 
departments, with its P-A-X business tele- 
phone system. 
1763 How the L & N Railroad links 


' system-wide operations directly through | 


its own unified P-A-X telephone network. 
Company officials report striking savings 
in time and money. 

1762 How Jacob Ruppert Brewery 
maintains close control over every brew- 
ery operation with its own P-A-X business 
telephone system. 

1761 In the business of running Mum- 
ford High School, P-A-X inside telephones 
provide immediate private contact be- 
tween persons in all departments. 

1772 At St. Francis Hospital, inside 
calls continue without interruption, even 
if emergencies swamp the city telephone 


Your firm stands to profit from 
these case histories, which reveal 
how top companies pocket sizable 
savings with P-A-X business tele- 
phones. 


You’ll see exactly how these com- 
panies keep switchboards free for 
outside calls . handle “‘inside’’ 
calls in a split second . . . provide 
immediate, private person-to-person 
contact between all departments... 
cut the-high cost of rented tele- 
phone equipment .. . save time and 
money in other ways. 


You can quickly learn more about 
the proven P-A-X way to improve 
communications and trim costs. 
Simply cheek ‘the case histories you 
want, then tear out and mail this 
page. Do it now. 


AW 
P., f A business telephone systems 


P\Ubiel vale ELECTRIC 


A member of the General Telephone System 
One of America's great communications systems 


AUTOMATIC ELECTRIC SALES CORPORATION 
NORTHLAKE, ILLINOIS 


Please send me the case histories 
checked. 


Name__ 
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’ A-B-DICK 


DUPLICATING PRODUCTS 
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turn out in one hour 


with the new A. B. Dick offset duplicator" 
Two thousand new product pages, complete with photographic 
illustrations. Six months’ supply of personnel forms. Enough 
new price lists for the next quarter. A special billing department 
form letter. And a whole year’s inventory of medical forms. 
Thousands of copies in all. . . and all in just one hour with the 
new A.B. Dick Model 350 offset duplicator. Never has offset 
duplicating been so fast, so versatile, so easy! 


For more information simply mail the coupon below. Or better 
still, visit your nearby A.B. Dick Company distributor. He’s 
listed under Duplicating Machines in the classified section of 
your phone book. 


The A. B. Dick offset 
duplicator, Model 350, 
replaces guesswork with 
exclusive Aquamatic con- 
trol. Assures maintained 
balance of ink and water 
essential for steady  pro- 
duction of top quality 
copies . . . automatically. 


A.B. DICK COMPANY 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send more 
information fo Mees ree 
about the new 
offset duplicator Position____ 
that means more 


copies . . . more C 
kinds of copies -ompany _ 


...in less time! 
Address__ 
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The usual method of wiring a machine 
control panel is shown at left. The oper- 
ator who wired the panel at right aimed 
at neatness, which makes it easier to trace 
a particular wire. 
and colleges. At one time, perhaps 
rather long ago, it was the custom to 
allocate 5% of the total possible mark 
for any given piece of work to neat- 
ness, layout and approach. We use this 
approach departmentally in considering 
the question of salary increases. Neat- 
ness is part of a satisfactory job and 
we insist upon it as such. 

We carry out a considerable teaching 
effort, with supervisors and employees 


alike, to eliminate the sloppy and care- 
less approach to our office work. This 
means constantly explaining the reasons 
for the tidiness creed, and not being too 
disappointed when we do not achieve 
immediate success in putting it over. 
Old habits die hard and untidiness is 
no exception. We explain that the bits 
of paper technique is no real technique, 
but a potential source of error and 
worry. 

In our departmental work simplifica- 
tion and cost improvement program, 
we teach that a tidy approach to work 
will automatically simplify the work. 
The organization of personal paperwork 
is a first step to any examination of a 
job. We encourage all members of our 
staff to write up the various phases of 
their jobs in a formal and coherent 
pattern. Each machine operator main- 
tains his own job folder in which he has 
explained, in his own words, each job 
he does. Given the skeleton of a write- 
up and the natural competition between 


wer gE SS 


The proper and improper use of special storage equipment. 
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There’s 
just one thing 
you can’t aduplicate > 
with : 


WEBSTER 
DUPLICATING 
SUPPLIES 


...the QUALITY 





Here Are Webster’s Six Clear Answers to 
All Your Duplicating Needs 


1. Carbon Papers, typewriter, pencil, pen, transfer, blueprint, bill- 
ing. 2. Spirit Papers and Master Units for both spirit and hectograph 
duplicating processes. 3. Carbon Paper Ribbons for correspond- 
ence, spirit duplicating, photo and offset work. 4. Office Machine 
Ribbons for every type of adding, accounting, tabulating and 
addressing machine. 5. Typewriter Ribbons for correspondence, 
record, offset, hectograph, photo, blueprint. 6. Carbon Paper 
Rolls for Teletype, Autographic, Register, Elliott-Fisher, and 
Adding machines. Plus Accessories: Type Cleaner, Instrument 
Oil, Duplicating Fluid, Hand Cleaners. 


Make it clear 


.youwant WEBSTER’S 


At leading stationers everywhere 
F. 8S. Webster Co., 8 Amherst St., Cambridge 42, Mass. 


For More Information Circle No. 260 
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employees, it is surprising how even the 
most unpromising person shows im- 
provement in the organization of his 
own work. We have learned a great 
deal from these personal write-ups and 
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AGENDA 


much of what we have learned is in- 
corporated in our formal departmental 
procedures. 

Initiate periodic tidy-up programs. 
This is a way in which spare time can 
be utilized. When things are slack, 
attempt a housekeeping project or make 
it part of the daily routine. Cutting 
down the make ready and put away 
time is important in office economy. 
Automatic tidiness indicates that both 
make ready and put away times are at 
a minimum. Make sure there is nothing 
hidden away. Often this is what some 
people do when they tidy-up. 

In approaching the problem of un- 
tidiness, avoid unessential issues. Aim 
at the “guts” of the problem and steer 
away from fussiness. Improvements in 
the neatness of the office will not come 
overnight. It is largely a matter of 
knowing what is required and persever- 
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NOTE TAKING AT MEETINGS: Neat, legible notes of important points and action 
taken can be filed as is. Make notes under agenda headings and leave a margin at left 
for binding. The doodling method nearly always requires more work to make the 


notes worth saving. 
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Twice as many recordsin the 

Same space with America’s 
first space-saving 
filing system! 





SPACE SAVING 


Just 1 Visi-Shelf Filing Uni 
files the equivalent of 
drawer files — in half the 
floor space! 


TIME SAVING 


P , Filing is faster and easie 
s 4a with Visi-Shelf's exclusiv 
“Facile Guide Pull!” 


COST SAVING 


Visi-Shelf units file more a 
lowest cost! 






















For More Information Circle No. 224 


Visi-Shelf Filing Units are 


available from 7 to 10 open- 

ings High — With or Without FRE ' 

Doors — Correspondence and 

Legal Sizes. f «= Send for Catalog today 


VISI-SHELF FILE INC. 





225 BROADWAY NEW YORK 7, N. Y. 





ing to get it. Keep your eyes open for 
the right type of people to help you. 
The long-term military man who has 
been conditioned to precision in the 
armed services can be a useful acquisi- 
tion if you know how to use him. 

Lack of order and sequence, control 
and system, are so common in offices 
that we would hazard a guess that 
this is more expensive to industry than 
embezzlement. We have an excellent 
example in mind. We were once in- 
volved in a large punched card invoic- 
ing Operation in which, at the end of 
each run, we matched off the invoices 
against the orders. Owing to lack of 
space and the handling of large masses 
of paper, we always had orders without 
their corresponding invoices and invoices 
without their corresponding orders at 
the end of each run. Corrections moved 
in an through the 
operation. The cost of delay, reproces- 
sing, correcting error situations, etc., 


unending stream 


ran to over 15% of the total cost. The 
whole operation was untidy and, at 
times, close to chaotic. After installa- 
tion of a tidy-up program, we never 
failed to match each invoice with the 
corresponding order and we had no 
left overs at the end of the runs. 

Untidiness is critical in the office to- 
day, and a potential failing for tomor- 
row. The electronic or mechanized area 
of office work may be likened to the 
work done at the gun stations on a 
warship. Drills have to be perfected 
and followed with unvarying accuracy. 
This cannot be done if the preceding 
stages, involving the handling of paper, 
have been slovenly. 

All paperwork, to be successful, must 
be economical. This applies to ail’ 
offices, large and small. It cannot be 
economical if the work is untidy be- 
cause untidiness hidden, 
them out 


carries 


Seek 


un- 


necessary costs. and 


remove them. 
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“I think he has one of those new electronic brains.” 
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Write the kind of letters 
you'd like to receive 
The new Mead Letter-Aider will help you 








nina 


fe 
Bi. 


Even collection letters can be written to read 
better and produce results. You'll see how when 
you get your copy of the new Mead Letter-Aider. 
It's a desk tool for you created by Earle A. 
Buckley, nationally known authority on letter 
writing. This valuable manual covers every 
kind of letter writing -- even answers many of 
your letter questions. Ask your paper merchant 
salesman for your Mead Letter-Aider, or write: 
The Mead Corporation, Advertising Department, 
0-104, Dayton 2, Ohio 


Sales Offices: Mead Papers, Inc., 118 West First 
Street, Dayton 2, Ohio « New York «+ Chicago + 
Boston + Philadelphia + Atlanta 


For More Information Circle No. 261 
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The boss was pleased when his daughter 
married George. Average fellow, but he’d 
make a good husband. And the business 
could use him somewhere. 


Today, the boss has to admit George has 
quite a head on his shoulders. He’ll get his 
raise, all right. Maybe even a bonus. Be- 
cause he’s earned it! 


You see, George got worried about the high 
cost of doing business. So he made a few 
inquiries—and discovered Keysort punched- 
card controls. Thanks to Keysort’s fast, 
accurate reports, George’s father-in-law 
can now keep on top of every company 
operation ... can exercise strict manage- 
ment control . . . can prevent money-losing 
situations right in the office. 


M°BEE * 


Keysort punched cards — today speeded by 
the new Keysort Data Punch which simul- 
taneously imprints and code-punches pro- 
duction or sales information—not only help 
top management plan in advance, they help 
you as well. 


With a minimum clerical burden, you 
achieve greater reporting accuracy — flexi- 
bly, easily — because your office people sum- 
marize direct to reports. There’s no tran- 
scribing; no costly, time-consuming inter- 
mediate steps. Result: management gets 
the accurate information it wants on time. 
And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us. 


@ ete 020, 00, e0ee08 
ra ee + 
S006 © Ld ses” : 


Punched-card controls for any business 


ROYAL MCBEE Corporation, Port Chester, N.Y. 
Offices in principal cities. In Canada: The McBee Company, Ltd.,179 Bartley Drive, Toronto 16, 


For More Information Circle No. 229 





How to Improve 
Your Memory 


DR. BRUNO FURST 


N THE MAY, 1957, issue of THE 

OFFICE, an article by Harry H. Fite 
titled “The Real Red Menace,” cited 
one of the causes of delay and pro- 
crastination in office work to be “Did 
I forget to tell you?” There is no 
doubt that nothing is more detrimental 
to efficient work than being forgetful 

Dr. Bruno Furst, lawyer and psychologist, is 
the director and founder of the School of Memory 
& Concentration at 365 West End Ave., New 
York, and its branches in the U.S., Canada and 
South America. Its correspondence course division 
is worldwide. Dr, Furst’s system is taught at many 
universities, colleges, adult education centers, busi- 
ness firms and trade associations. He is the author 


of several books on memory improvement, the latest 
being Stop Forgetting (Doubleday & Co.). 
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and absent-minded. 

If we wish to fight these negative 
attributes, if we wish to improve our 
memory and the power of concentra- 
tion, we must know how the natural 
memory works. The invention of 
spectacles, binoculars and _ telescopes 
was not possible until men had dis- 
covered how the human eye is con- 
structed and how it functions in its 
natural state. Only with a complete 
understanding of the normal working 
of the eye is it possible to correct vi- 
sion, and remedy the defects which 
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cause near-sightedness or far-sighted- 
ness. When one knows how the eye 
functions normally, it is then possible 
to grind lenses which will correct its 
shortcomings. 

This applies equally to the mem- 
ory. Our first step is to learn why we 
remember some things and forget 
others. Maybe, you have paid little 
attention to this uncertain quality of 
your memory. ‘ 

Call to mind the last walk you took 
(it may be your walk to and from the 
Office) yesterday or today. Try to give 
definite answers to the following ques- 
tions: 

1. Did you meet any acquaintances? 

2. Can you describe the clothing 

worn by these acquaintances? 

3. How many stores did you puss? 

4. Can you remember the displays 

shown in these windows? 


Do not pass over these questions in 
a casual fashion, but answer them as 


definitely as you can. When you have 
done so, go over your answers a sec- 
ond time. You will doubtless wonder: 
Why have I remembered this and that, 
and why have I forgotten the other? It 
is a well-known fact that we remember 
only a small part of what we have seen 
and heard, and forget the greater part. 
This applies not only to the walk which 
we have just tried to remember but to 
our whole lives—starting in childhood 
and school days. Why is this? 

All external impressions are received 
by the brain and registered in the brain 
cells. Why does our brain arbitrarily 
retain some of these while it forgets 
others after a shorter or longer period? 
To be sure, the passage of time plays 
a certain role, but it is not the determ- 
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ining factor. The questions listed 
above, dealing with the very recent past 
(today or yesterday), prove this, as 
the short intervening time could not 
have affected your replies. 

You may say that you have forgotten 
much that you saw in the walk because 
you only glanced at it once. But repe- 
tition of observation is not in itself a 
determining factor in remembering. If 
you would like to check this statement, 
ask an acquaintance what the 6 on his 
watch looks like, the watch which he 
consults many times daily. You will 
discover that most people, in spite of 
frequent observation, do not know 
whether their watches have Arabic or 
Roman numerals on the dial. A large 
number of them are unaware, until 
you call their attention to it, of the fact 
that the 6 is usually missing from 
watches because the second hand takes 
its place. 

We see, therefore, that neither the 
passage of time nor repeated observa- 
tion can in itself explain the differences 
in “remembering” and “forgetting.” The 
solution of the riddle is to be found in 
another phase of our minds. 

Assume that we meet three friends 
who have just returned from a business 
trip together. One is a merchant, the 
second an architect, and the third a 
modiste. The three have visited a for- 
eign city and have not parted company 
during the length of their stay. There- 
fore, the trio have seen the same sights 
and received the same impressions. Yet 
what happens when we ask each in 
turn to tell us what he saw? 

The merchant will talk about the 
shops and stores he saw, and probably 
will describe window displays accur- 
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your company is yudged 
by the office you keep! 


Scientific construction, hand- 
some styling, consideration 
for comfort, are all combined 
in Cole Steel Office Equip- 
ment. Cole Steel is America’s 
top selling brand, its low in- 
itial cost and enduring beauty 
make it the greatest dollar 
value in steel office furniture. 





Send for our latest catalog 
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-COLE-STEEL> 


‘ Cole Steel Equipment Co., Inc.» 415 Madison Ave., New York 17, N.Y. 
Canada: 329 Dufferin St., Toronto, Ont. 


ately, or store fixtures and furnishings. 
The architect, on the other hand, will 
not refer to these things, but will de- 
vote a large part of his conversation 
to churches, monuments and public 
buildings. He will talk about Doric 
and Corinthian columns and give us an 
excellent description of this or that fine 
doorway. The modiste, however, will 
overlook the things which attracted the 
merchant’s attention and pass over the 
things discussed by the architect. In- 
stead, she will describe in detail the 
costumes she saw in some shop win- 
dows, and she might even be able to 
tell us about certain oddities in hats 
which she observed but fleetingly on 
passing strangers. 

No doubt, you anticipated this dif- 
ference in the impressions brought back 
by the three travelers because such 


cases are common to the experience of 


all of us. Yet this illustration has 
brought us closer to the heart of our 
problem. Each of the three travelers 
remembered the things which lay in his 
particular province, and we conclude, 
therefore, that human memory retains, 
from the countless impressions re- 
ceived during the day, only what 
touches on one’s circle of interests. 
Whether one’s interests are wide or re- 
stricted, whether they are great or 
petty, depends upon the individual and 
need not concern us. But the follow- 
ing conclusion is important: 

As soon as man’s interest is aroused, 
he takes notice. He turns his full at- 
tention to the object in question. This 
intensification of attention is called con- 
centration and we have discovered this 
principle: careful observation and con- 
centration are the foundation of good 
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memory, and their application is easi- 
est when the object of observation can 
be made interesting to the individual. 
Turn back to the four questions re- 
garding your last walk. I think you 
will find that your answers are in ac- 
cordance with the principle just stated. 
Through these illustrations and the 
simple test which you have just made 
of your own memory, you have dis- 
covered the most important principles 
on which the retention and forgetful- 
ness of the human mind are based. 
Now that we have seen how the normal — 
memory functions, we are better able 
to correct the weaknesses which we 
find. We have a clearer idea of how 
to adjust the lever to lighten the load 
on our memories and to strengthen them 
so that they will function better both 
in quality and quantity or subject mat- 
ter. Our three objectives are: 
1. To heighten our attentiveness and 
powers of observation. 

. To increase our ability to concen- 
trate. 

. To draw hitherto unnoticed mat- 
ters into the circle of our interest. 

Remembering people, their names 
and faces, is perhaps the most impor- 
tant field to apply these rules to. It is 
important to the salesman who must 
remember his customers and to the 
office worker who should know his co- 
worker, superiors and subordinates, re- 
gardless of whether they number scores 
or hundreds. 

The secret of remembering faces is 
correct observation. It is vital to know 
what to observe. The face chart on 
page 112 indicates some outstanding 
features of face and appearance to keep 
in mind when meeting strangers. It is 
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Mechanized 


your sales link with 
CUSTOMERS 
PROSPECTS 
SALESMEN 


Gathers 
Opens Flap 
Stuffs 


new 
Phillipsburg 


INSERTING & MAILING MACHINE 


Inserting and Mailing Machine’s mechanized mail 
processing keeps management in touch with customers, pros- 
pects, salesmen. You can mail what you want when you want. 
Send CUSTOMERS: direct mail, catalogs, sales letters, announce- 
ments. Send PROSPECTS: specification sheets, ads, offers, ques- 
tionnaires, proposals. Send SALESMEN: promotions, sales aids, 


cee lists, catalogs, NEW 2-STATION I] & M inserts bills, checks, 
change notices. statements, premium notices accu- 
rately, fast. Get the facts on this new 

acme . low-cost model...fill out coupon. 
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m= INSERTING & MAILING MACHINE CO., Phillipsburg, N. J. 





I'd like to know more about Inserting & Mailing Machines 
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This chart indicates some of the outstanding features of face and appearance which can 
be noted and remembered when one meets a stranger. 


not necessary to memorize these The six steps that I recommend for 
charts; just studying them should en- remembering faces are: 

able one to draw a mental picture of 

each person he meets that will dis- 1, Observe the face. 


tinguish his face and appearance from 2. Apply the chart. 
that of others. 3. Look for outstanding features. 
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WHAT’S IN HIS BOW THAT MAKES 
YOUR LETTERS REACH THE MARK? 


What do you find in the finest bows? Hard- 
wood. What's the secret of making finer 
bond paper? Hardwood, if you can find out 
how to use it. And Hammermill has—with 
an exclusive hardwood pulp called Neutracel® 
that makes fine paper finer. 


With Neutracel, Hammermill is now making 
finer paper than was ever possible with soft- 
wood alone. Blending Neutracel with other 
quality pulps knits all the fibers together 
more closely to give Hammermill Bond the 
smoother, more uniform surface you need 
for crisper printing. See the picture at the 
right. There’s less show-through. Greater 
bulk—for that important snap and feel. 


You'll find Hammermill Bond scores higher 
on every count. For better business printing, 
be sure you get Hammermill Bond. Ham- 
mermill Paper Co., Erie, Pa. 











Ask your printer for 


PMMERAgye 
W'BOND ~~ 


with Neutracel’s finer fibers 
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4. Draw the face (actually or men- 

tally). 

5. Compare your drawing with the 

person. 

6. Redraw the face. 

Whenever we meet a person for the 
first time, we must observe his face and 
his entire appearance very closely and 
apply the chart, noticing especially his 
eyes, nose, mouth, hair—briefly, every 
feature mentioned in the chart. 

In the beginning this observation has 
to be made almost step by step: we 
should look at the person and run 
through the entire chart to decide on 
an accurate description. This may take 
five or ten minutes, but the more ac- 
customed we get to using the chart, the 
easier will it become to skip every fea- 
ture which is just average or normal 
and to regard those which are outstand- 
ing and which can be observed in a 
split second. 


As soon as you find the time, draw 
an actual or a mental picture of the 
person in question. If you are artisti- 
cally inclined, you may prefer an ac- 
tual drawing; if not, a mental draw- 
ing or a detailed written description 
fulfills the same purpose, provided 
that you are aware of all the out- 
standing features which you observed. 


The next step in training the mem- 
ory for faces is to make an effort to 
see again, as soon as possible, the per- 
son selected for your practice, to com- 
pare him with the description you have 
written. 


There are two important advantages 
to be gained. First, we are forced to 
pay more attention to a person’s face 
if we plan to describe it later on. Sec- 
ond, as a result of focusing conscious 
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attention on people’s faces, we begin 
to find ourselves studying them subcon- 
sciously and with no special effort— 
just as in the case of a game which we 
are at first obliged to practice carefully 
and consciously but are later able to 
play automatically. 

Most of us have more difficulty with 
names than we have with faces, and the 
reasons are easy to understand. If we 
meet Joe Smith for the first time, we 
see his face and we hear his name, and 
we know that the impressions we re- 
ceive through our eyes last longer than 
those we receive through our ears. That 
is the principal reason why the face re- 
mains longer in our memory than the 
name. 

However, there is another explana- 
tion, equally easy to understand. As- 
sume you meet Joe Smith for the first 
time, and have a five-minute conver- 
sation with him. During these five 
minutes you are looking continuously 
at his face. Therefore the impression of 
his face is constantly repeated and 
sinks deeper and deeper into your mem- 
ory. But Joe Smith’s name was men- 
tioned to you only once, when he was 
introduced. You have had a constant 
repetition of the face, with no repeti- 
tion of the name at all, another good 
reason why Joe Smith’s face remains 
much longer in your memory than 
does his name. 


Here are ways to help strengthen the 
impression a newcomer’s name makes 
on your memory: 

People usually do not pay enough at- 
tention to introductions; the names are 
too often mumbled and slurred over. 
If the name of your new acquaintance 
is not pronounced clearly, you cannot 
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The fabulous success of ‘“‘addo-x” in 
the U.S. and 99 other countries is a 
tribute to matchless Swedish craftman- 
ship and extra features to be found 
only in “addo-x’”——the adding machine 
with calculator performance. Lightning 
fast action, feather light touch, sym- 
metrically balanced keyboard, make 
“addo-x” the world’s most efficient 
adding machine. Ingenious design and 
most modern manufacturing methods, 
meticulous care in assembling and 
testing every machine, make ‘‘addo-x” 
the world’s most dependable adding 
machine. ‘‘addo-x” is your best buy in 
adding machines today. Let your local 
dealer prove it to you by demonstrating 
“‘addo-x”’ in your office. Get more infor- 
mation by clipping this advertisement 
to your letterhead and mailing it to: 
“‘addo-x inc’’—300 Park Avenue, NY 22 
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From England comes the champion of 
office printers: the ‘“‘Roneo 750'-— 
The quality of all-new ‘‘Roneo 750” 
reproduction is so superior that even 
printers cannot tell the difference be- 
tween ‘‘Roneographing”’ and profession- 
al printing. Exclusive “‘Roneotronic’”’ 
process reproduces full tone photo- 
graphs without screening, can produce 
any office form to save time and money 
without sacrificing quality. “Roneo 
750” prints at high speed, is easy and 
clean to operate. No need to change 
pads——you use exclusive ‘‘Roneo Mul- 
tiple Silk Screen’’ and Semi-paste Print- 
er's Ink in clean-to-handle lead tubes 
Hands never touch ink, not even when 
making a 25-second color change!— 
Clip this advertisement to your letter- 
head and mail for more information to 
‘‘addo-x inc’ —300 Park Avenue, NY 22 
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Modern office procedures have shifted to a new 
all-time high. HURON COPYSETTE provides the 
lubricant needed in gearing outdated typing 
operations into smooth, efficient and effective 
up-to-date methods. 


Office morale has automatically increased with the em- 

ployment of HURON COPYSETTE . . . its cleanliness and 

convenience has placed HURON COPYSETTE out in front in 

the popularity race . . . stenographers no longer have the fuss 

and muss of carbon smudges. Separate carbon and second sheet 
counting and their alignment have been eliminated and the time-sav- 

ing factor increased with HURON COPYSETTE’S principle of pre-aligning 
the carbon and second sheet into one easy-to-use functional unit. 

Time consuming carbon handling has been eliminated by HURON COPY- 
SETTE’S one-time carbon method. This one-time carbon method provides a 
fresh carbon sheet for each copy, insuring a constant uniform legibility in all copies. 
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be expected to remember it. If a chair- 
man at a meeting introduced Mr. 
Whiteborough as Mr. Whitbar or 
something similar, it takes quite some 
guesswork to know the correct name. 


It is better not to guess at all, but to 
ask the person to whom you are intro- 
duced for the correct pronunciation of 
his name and—if there is any doubt— 
for the correct spelling. Don’t ask the 
person who just made the introduc- 
tion. He may not know it accurately 
and may therefore feel embarrassed. 
Furthermore, by asking your new ac- 
quaintance, you show him that you are 
interested in his name, which means in 
his person. Therefore, he feels flattered 
and he will be happy to answer your 
question. 

Repeat the name immediately after 
the introduction and as often as pos- 
sible during the conversation. . Doing 
this serves a double purpose. In the 
first place, you make sure that you un- 
derstand the name correctly. Even if 
you repeat it incorrectly, saying, for 
instance, “Glad to meet you, Mr. 
Whitbar”—whereas the name is White- 
borough—he will correct you, and you 
have a chance to get it right after all. 
In addition, by repeating the name sev- 
eral times during the conversation you 
hammer it deeper into your memory. 
Each repetition will anchor it there 
more firmly. 

The next step is to form an associa- 
tion between the person—his appear- 
ance, his features, his occupation, if it 
is known—and his name. Since we are 
already accustomed to forming associa- 
tions, we shall find it easy, as long as 
the name has a definite meaning. Such 
a meaning may be a color like Brown, 
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’ are familiar. 


Green, White; or an occupation like 
Smith, Carpenter, Taylor; or a certain 
time of the year like Spring, Winter, 
March; or an adjective like Small, 
Strong, Strange. Also in this category 
belongs names which are the same as 
those of famous people: Washington, 
Lincoln, Churchill, Grant. 


The question as to whether the name 
has a meaning will not be answered 
for all of us in the same way. Much 
depends on our background, education 
and interests. Foreign names may 
have a definite meaning if you speak 
the language to which they belong. 
Kirschbaum is a difficult name, without 
meaning, if you do not understand Ger- 
man. It becomes meaningful when you 
know that Kirschbaum means cherry 
tree. 


If you happen to be a baseball fan, 
the names of the major-league players 
They have a meaning for 
you that they could not have for some- 
body who is not interested in sports. 
You can always decide whether a par- 
ticular name has a definite meaning for 
you. That is the only thing that mat- 
ters. 


If the name is not descriptive of any- 
thing, you cannot form a direct asso- 


ciation. You cannot picture something 
that does not exist. Instead of trying 
to do so, look for a descriptive word 
that comes as close as possible in sound 
to the name that you want to remember. 
In this search, it is advisable to look for 
a word that begins with the same letter 
as the name. Belly may sound similar 
to Kelly, but it is not a good substitute; 
the first letter is not the same. Here 
are some examples of good substitutes: 

Canatsey—canasta, canister, canary. 
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Pickering—pickerel, pickled  (her- 
ring), picker, picket. 

Trimble—tremble, trim, trimming. 

To find meaningful words as substi- 
tutes for the name is a simple matter if 
you use a dictionary. But you don’t 
carry dictionaries around when you at- 
tend parties or business meetings. 
Therefore, it is necessary to find mean- 
ingful words without a dictionary, and 
to find them quickly; you don’t have 
much time at the moment of introduc- 
tion. This needs practice, and the best 
way to practice is this: look through a 
telephone directory or any other book 
that contains names of people, select 
those which have no meaning, and try 
to find substitutes. If you find it diffi- 
cult, use a dictionary in the beginning. 
In a little while you will get so used 
to doing it that your mind will work 
faster without the dictionary. After 
practicing at home with names selected 
from the telephone book, try this prac- 
tice with actual people whenever you 
are introduced, regardless of how diffi- 
cult their names sound. 

As to the advantage of repetition, 
most of us are not in the habit of using 
the name of a person while we are talk- 
ing to him. I know that it is not easy 
to break lifelong habits. However, it 
is possible if you make an effort in this 
direction. Use the name as often as 
possible during your conversation. You 
will see how much it helps you to re- 
member the name and, once you are 
convinced, you will do it automatically 

We have seen that an actual or men- 
tal drawing of a new acquaintance is an 
important aid in remembering his ap- 
pearance. To make sure that we re- 
member his name, too, we should add 
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it to our drawing. In the evening—or 
whenever we are alone—we should 
think of people to whom we were in- 
troduced during the day. We should 
visualize them and again think of the 
association that we formed between 
name and appearance. There is no ob- 
jection to putting the names in writing 
alongside of your drawings or your de- 
scriptions. To get a new name down 
in black and white works well with most 
people. It has the advantage of mak- 
ing them more conscious of the spell- 
ing. To see the name on paper is an 
important aid for all eye-minded people. 
Drawing and writing assist our mem- 
ory. 

Our six steps 
names, then, are: 
1. Understand the name clearly. 

2. Repeat the name immediately after 
the introduction. 

3. Form an association between a 
meaningful name and the appear- 
ance. 

If the name has no meaning, find 

a substitute. 

Repeat the name as often as pos- 

sible during the conversation. 

Add the name to your drawing. 

you follow these rules for a few 
days or weeks you will see how easy 
it becomes to remember people’s names 
and faces. You will be delighted to 
observe the appreciation of everyone 
whom you address by his correct name 
after a lapse of time since you were 
introduced to him. 

Next to people, numbers play an im- 
portant role in the mind of every busi- 
nessman. There are telephone num- 
bers, addresses, prices, style numbers, 
specifications, numerical tables, ap- 
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pointments to remember, etc. Forget- 
ting them may cause embarrassment, 
frustration, delay and inconvenience. 

Numbers are difficult to remember 
because they are Not 
the most vivid imagination can bring 
them to life. Moreover, some of the 
numbers which are important to re- 
member are difficult ones—at first 
glance, seemingly too difficult to be filed 
away mentally in any quantity. 

People have been aware of these 
problems for centuries and various so- 
lutions have been offered. By far the 
best is the so-called number code which 
translates the numbers into words and 
word-pictures which are easy to connect 
with the fact to which the number be- 
longs. Such a number code can be 
learned in less than an hour and solves 
the problem of remembering numbers 
for a lifetime. Think of the number- 
letter relationship according to the fol- 
lowing rules: 

1 is indicated by the letter t, because 

the t has a 1 downstroke. 

2 by n, because n has 2 downstrokes. 

3 by m, because m has 3 down- 
strokes. 

4 by r, because the word “four” has 
four letters. of which r is the fourth; 
besides, r is the emphatic consonant in 
the word “four.” 


abstract. even 


5 by 1, because the Roman capital 
L means 50. 

6 by j, because if you turn 6 around, 
you practically have J. 

7 by k, because the initial stroke in 
writing a calligraphic K is similar to a 
7. 

8 by f, because the small written f 
and the number 8 both have two loops. 

9 by p, because if you turn 9 around, 
you have P. 

0 by z, because z is the last letter in 
the alphabet, and the word zero begins 
with z. 

The entire system is phonetic, which 
means we follow the sound. Double 
consonants count as one. Other con- 
sonants which have a similar sound are 
used for the same number: 

hard ¢ (as in car) = k which is 7. 

v f which is 8. 

b = p which is 9. 

soft c (as in ceiling) z which is 0. 

Thus we arrive at the chart shown 
below. Notice that only consonants 
are used; the vowels have no number 
value and can be used wherever they 
are needed. 

Since we can construct many differ- 
ent “substitute” words for each num- 
ber, we can always choose a word that 
is easy to connect with the fact for 


which the number stands. To increase 
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PS Think Session 


“‘Here’s why we include Standard Register at Dow Chemical,” says W. F.Stumpric, 
MANAGER, OFFICE SERVICES, THE Dow CHEMICAL Co., MIDLAND, MICHIGAN. 


“In 1956 we started a company-wide team 
approach to paperwork problems. . . and 
one of our first decisions was to include 
Standard Register in many of our think ses- 
sions. Standard has helped us since 1946 
when we first began wire transmission of 
orders, so we knew the type of forward- 
looking practical guidance we would receive. 
Their technical know-how is a valuable con- 
tribution to our constant development of 
integrated data processing.” 

Yes, Standard Register’s sales represent- 
atives can be a great help to firms working 
on Paperwork Simplification projects. Our 
unusual experience working with over 90% 
of major United States companies, added to 
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that of your company staff, produces a com- 
bination that keeps your paperwork efficient 
and up-to-date. 

We invite you to make Standard Register 
a member of your PS team. Supplement 
your activities with the skill and experience 
of the nation’s recognized authorities on the 
many aspects of paperwork procedures. 


VALUABLE DATA FREE 


Read the complete details of the newest and 
most interesting paperwork systems cur- 
rently being installed by United States busi- 
ness. Ask to receive copies of Standard’s 
authoritative publications on Paperwork 
Simplification science. Write today. 


THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF 
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the choice, of words, we use only the 
first three consonants of each word. 
Make sure that you master this code 
without looking at any paper, then pro- 
ceed to read the following examples 
and apply the code to numbers you 
have to deal with in your daily work. 


Examples: 


PRICES OF MERCHANDISE: 
Leather chair costs .. $147 DiReCtor. 
Imagine the director of a company 
(preferably one you know personally) 
seated in a leather chair. 

Sewing machine costs $140 DReSS. 

You use your sewing machine to make 

a dress. 

Typewriter costs $173 DoCuMent. 

See yourself writing a document on 

your typewriter. 

HISTORY: 

(Here we do not translate the millen- 

nium because nobody will make a mis- 

take about a thousand years.) 

Pentagon in Washington. 1942 BRaiN 
Association is obvious. 

Bering discovered Alaska 

1740 CRoSSed 
In order to reach Alaska, he crossed 
the Bering Strait (named after him). 

First steam railroad in the U. S. 

1830 FuMeS 
Association is obvious. 

GEOGRAPHY: 

Columbus, Ohio 374,000 iMMiGRant 
Think of Christopher Columbus as 
the first immigrant from Europe. 

Miami, Fla. 246,000 eNRICH 
Association is obvious. 

New Haven, Conn. 164,000 TeaCHeR 
Think of Yale University, located in 
New Haven. 
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FILE NUMBERS OF A TRAVEL 
AGENCY: 
275-740 All-expense vacation 
iNCLude CRuiSe 
152-740 Mediterranean travel 
ITaLiaN-GReeCe 
582-214 Safari to Africa 
eLePHaNt-huNTeR 
By applying the number code to your 
own needs, the most complicated se- 
quence of numbers can be mastered in 
a short time. Students of mine in resi- 
dent classes or correspondence course 
used the code to remember entire 
priced catalogs, tax tables, atomic 
weights, railroad and post office sched- 
ules, not to mention its constant use to 
remember appointments or assignments 
which are fixed to a certain time. 
Like a foreign language, the number 
code may seem difficult at first. How- 
ever, if you use it for a short time, you 
apply it without any effort. Then you 
will get so accustomed to it that you 
will realize its usefulness and you will 
never forget numbers again. 
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Radio Materials’ helicopter sitting on driveway of their Attica, Ind., plant. 


Helicopter Gives Executives 
Door-to-Door Transportation 


PHIL HIRSCH 
MANUFACTURER of capacitors 
A and other electronic components, 
Radio Materials Corp. has found the 
answer to a problem faced by many 
companies with more than one plant: 
how to. shuttle between 
plants without wasting time. RMC has 
two plants, one on Chicago’s 
north side, the other in Attica, Ind. 
130 miles away. Officials bridge the gap 
in a Bell Model 47H-1 helicopter. The 
trip by air takes 90 minutes; by car. 
covering the same distance requires at 

least four hours. 
The helicopter is better than a con- 
ventional plane for these interplant 
hops, explains RMC’s president Dick 


executives 
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Bourgerie. He’s not selling fixed-wing 
aircraft short, however, for the com- 
pany has a twin-engined Piper-Apache 
monoplane that racks up a goodly num- 
ber of flying hours each year. 

The helicopter’s biggest advantage, 
perhaps, is the fact that it provides 
door-to-door service. It is able to take 
off or land easily on the roof of the 
Chicago plant or in the driveway in 
front of the Attica plant. In Chicago, 
RMC is several miles from O’Hare 
Field, the nearest airport. Even when 
highway traffic isn’t congested, the drive 
from the plant to the field takes at least 
half an hour. The closest a plane can 
get to Attica is the field at Danville. 
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Réal economy...ink in Cart 
ridges stays fresher—longer 

always used to the very 
last drop. No skinning or 
hardening 


One small! shelf holds every 
ink color you wish to stock 

a glance at the color on 
the cartridge label identifies 
the color ink in the cartridge 
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The Bell Model 
47H-1 helicopter 
landing on the roof 
of Radio Mate- 
rials Corporation’s 
Chicago plant. 


Ill., approximately 45 minutes away by 
car. 

The higher cruising speed of the 
plane—165 mph. as compared to 90 for 


the helicopter—is more than offset by 
the time of the trip to and from the 


airport at either end. As a result, over- 
all travel time between plants via 
‘copter averages at least two hours less 
than the same trip by plane. 

It isn’t only the drive to and from the 
airport that puts the plane at a disad- 
vantage. One of the frustrations of fly- 
ing in and out of a big city airport is 
that you often have to sit at the end 
of a runway, or up in the air, for pro- 
longed periods waiting for clearance 
from the control tower to land or take 
off. There have been times, and they 
have happened more than occasionally. 
when RMC officials have had to wait 
half an hour for clearance. 

Weather is another headache which 
RMC has avioded with a helicopter. 
The plane lacks de-icing equipment and 
most of the other gadgetry that’s re- 
quired for all-weather flying. The Dan- 
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ville field doesn’t have the electronic 
aids necessary to bring a plane down 
when the pilot is flying on instruments. 
If the company had to rely solely on its 
plane, officials would be grounded ap- 
proximately one trip in every four, Mr. 
Bourgerie reports. 

The helicopter flies well below the 
altitude inhabited by fixed-wing aircraft 
—normally at a height of 700 to 1000 
ft. Also, it doesn’t need a runway. Thus, 
there’s seldom any wait for either take- 
off or landing and, at 700 to 1000 ft.. 
you're well below all but the worst 
storms. Usually, if the birds can fly, so 
can a helicopter. 

Every once in a while, the helicop- 
ter’s ability to get RMC officials from 
one plant to another in a hurry pays 
extra dividends. One such occasion oc- 
curred a few months ago, when the 
diesel generators that supply power to 
the plant at Attica began acting up. The 
plant manager put in a rush call for 
RMC’s chairman of the board, Joseph 
Riley, who knows the generators inside 
out. He was there in the usual 90 min- 
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utes, and soon afterward had the gen- 
erators purring smoothly again. 

“If our power plant hadn't been fixed 
in a hurry, it is quite possible we would 
have had to shut down completely, and 
send all of our 700 Attica employees 
home,” explains Mr. Bourgerie. “We 
had a number of orders to get out by 
that night, which couldn’t have been 
shipped until the next day if the genera- 
tors hadn’t been repaired. Our business 
is highly competitive; you don’t make a 
customer wait. If you do, you probably 
won’t have a customer.” Also, the heat- 
treating furnaces at Attica had several 
thousand dollars worth of work in proc- 
ess in them when the trouble came. 
These semi-finished capacitors would 
have been ruined if the generators had 
failed. 

“I’m confident that this one trip re- 
paid more than half, the cost of the 
Mr. Bourgerie says. That’s 


copter,” 
quite a statement, considering that the 





ship had a $43,000 price tag. 

The helicopter has performed a num- 
similar chores for RMC cus- 
tomers, none of whom was ungrateful 
later when reordering time _ rolled 
around. A typical crisis involved a lead- 
ing manufacturer of electronic equip- 
ment in Chicago, who called RMC one 
day about 3:30 p.m. to report he was 
running out of capacitors. A new sup- 
ply had to be delivered by 7:30 the 
next morning or the customer wouldn't 
be able to start one of his TV assembly 
lines. The helicopter took off imme- 
diately for Attica. By 6 p.m. the pilot 
had returned to Chicago, landed on the 
customer’s roof and delivered the emer- 
gency shipment. 

Another time, a customer frantically 
called RMC to ask if the helicopter 
couldn’t make a special delivery to a 
branch plant in southern Illinois. A load 
of components from the customer’s 
headquarters plant in Chicago had to 


ber of 


In addition to 
transporting execu- 
tives, the helicopter 
can make rush de- 
liveries to custom- 
ers. 
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The DM, little larger than a tele- 
phone, does away with slow and tedious 
lick-and-stick mailing, adhesive stamps, 
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reach the branch as soon as possible; 
otherwise, operations would be serious- 
ly affected. The weather was particu- 
larly miserable that day but the heli- 
copter came through. Landing on the 
roof of the customer’s Chicago plant, it 
picked up the parts, flew to the branch 
and made the delivery. 


Mr. Bourgerie says, “In this business 
where the market is pretty well-defined 
and the product is more-or-less stand- 
ardized, one of the best ways to put 
yourself head and shoulders above the 
competition is to provide better service. 
If you can do this in a dramatic, un- 
usual way, so much the better.” 


The truth of this statement was dem- 
onstrated shortly after RMC acquired 
its helicopter in August, 1955, when a 
visiting customer was taken on a tour 
of the company’s plants. He had placed 
his initial order a short time earlier and, 


although nothing was said, RMC offi- 
cials thought the purpose of his trip 
was to determine whether they had the 
equipment and operating efficiency to 
handle more business in the future. 


“The helicopter made a big impres- 
sion,” Mr. Bourgerie recalls. During 
the flight to Attica, the customer “asked 
a million questions about our eggbeater 
and at one point said that it represented 
the ‘kind of dynamic, progressive think- 
ing that’s especially necessary in busi- 
ness today.’ Since then, we’ve had a 
steadily rising volume of orders from 
his firm.” 

What does the helicopter cost? It’s 
not cheap, RMC’s president warns, if 
your basis of comparison is the price of 
commercial airline travel. Using a more 
realistic standard, a fixed-wing, com- 
pany-owned plane, the gap narrows con- 


132 


siderably. Mr. Bourgerie reports that 
RMC’s plane costs between $30 and 
$35 for an hour of flying time. The 
‘copter costs between $35 and $40. 
Both figures cover operating, overhead 
and depreciation expenses. 


The helicopter averages about three 
flights a week: 90% of these between 
the company’s two plants, the rest de- 
livery and miscellaneous trips. The 
ship can carry a pilot and two passen- 
gers and is fully loaded approximately 
50% of the time. About 12 RMC exec- 
utives use it on a regular basis: six 
engineers, two sales officials, Mr. Bour- 
gerie, the chairman of the board and 
two vice presidents. 


“We would have a hard time getting 
aiong without either the plane or the 
helicopter,” explains Mr. Bourgerie. 
“On long trips, beyond about 200 miles, 
the plane enables our people to arrive 
and depart without being tied to an air- 
line or railroad timetable. This is par- 
ticularly important because about 25% 
of our business is with companies lo- 
cated in small towns where commercial 
airline service is infrequent or non- 
existent. By reducing travel time, there 
is a saving in meal and hotel bills also. 
The helicopter takes us from the door 
of one plant to the door of another, in 
all types of weather, regardless of traffic 
congestion on the ground or in the air.” 


But more valuable than any of these 
factors, RMC’s president believes, is the 
ability of both aircraft to “add hours to 
the working day. We can get more done 
because our travel time is cut to a mini- 
mum. Although a relatively large in- 
vestment is necessary to secure this 
time, we feel that the extra work accom- 
plished more than justifies its cost. 
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Franklin G. Floete: Uncle Sam/’s 


No. 1 Office 


Manager 


RANKLIN G. FLOETE is a big 
man (198 pounds on a 6’3” frame) 
who has spent all his life in the lumber 
and banking business and is rounding 
it out by serving as Uncle Sam’s biggest 
office manager. On March 5, 1956, 
after serving for 22 years in the Penta- 
gon as assistant secretary of defense for 
properties and installations, he was 
sworn in as Administrator of General 
Services. This automatically made him 
Uncle Sam’s No. 1 office manager be- 
cause the General Services Administra- 
tion is the agency which has charge of 
all Federal Government’s offices and 
installations (except military camps and 
such) in every part of the nation. Tech- 
nically, GSA could claim charge of 
offices and installations overseas, but it 
lets the agencies which must maintain 
these administer their own office affairs. 
Mr. Floete has also become the na- 
tion’s biggest purchaser of office sup- 


LARSTON D. FARRAR* 


plies and equipment, and its biggest 
record keeper. The GSA has jurisdic- 
tion over all the Government's filing 
systems, which covers a multitude of 
secrets—and perhaps even sins! 

Principal among his varied tasks, and 
probably uppermost in his mind on 
many days, is supervision of the 5,441 
buildings which are owned or leased by 
Uncle Sam. The GSA is responsible 
for the operation of about 118 million 
sq. ft. of floorspace in some 900 of 
these buildings, and for keeping the 
other 4,341 buildings in good repair. 
Most of the latter are small post offices, 
used almost wholly by the Post Office 
Department. 

As chief of the Federal Supply Serv- 
ice, Mr. Floete is responsible for (1) 
procuring supplies or equipment of de- 


*Mr: Farrar is the author of the Signet book, 
Washington Lowdown (New American Library, 
501 Madison Ave., New York 22, 30c). 


Tue Orrice—October, 1957 














co 
set 


How many pager 
Pe ms doy nth? 





EXO LITHOPLATE, INC. 





nm VOUR S$: 
UNT Y QUE "s sey month by e Easier, faster processing 





JUST INTRODUCED AND 
ALREADY A BIG HIT FROM 
COAST TO COAST! HERE’S WHY 


avINGS HE R it ao ¢ Longest running plate on market 
m 

¢ Cleaner halftones 

e Sharper line work 

¢ Better solids 

e Easy-to-check Black Image 

e Exclusive Micro-Surfacing 


You'll be astonished at the ‘profession 
quality’ of every job produced on a ne 
DupliKator Offset Plate. No other plate 
for duplicating machines works better, 
processes easier or runs longer. Yet 
DupliKator Plates cost 30% less than 
the average all-metal plate. Have you 
tried the new DupliKator yet? 

Send coupon. 


AH 
278 N. Arden Drive, El tenth, California 
5308 Blanche Avente, Cleveland 27, Ohio nnn 


e, El Monte, Calif. 


noptate, Inc., 278 NO” puplikator Plates 
literature ve Demonstration 
raf 


jease send ll 
al pose arrange tor Se ceemeeie 
eee 
—— nO eee 
———— 


0. _ Oriv 
Lit 


address See ee 


Your Dealer's Name—— 


piel itor 


Fo! 














sirable quality, at the lowest possible 
price, for the various Government 
agencies; (2) obtaining the biggest dol- 
lar’s worth of use for the taxpayers’ 
money invested in those supplies and 
equipment, and (3) obtaining the most 
advantageous sales price for property, 
once it has ceased to be of use to Uncle 
Sam. 

The National Archives & Records 
Service, another integral part of GSA, 
is responsible for the Government’s 
records. It is estimated that there are 
enough Federal records to fill seven 
Pentagon buildings to the ceiling. GSA 
has almost two billion cubic feet of 
records in its possession in nine Federal 
Records Centers and two Depositories. 
Records seem to accumulate faster than 
they can be disposed of, but Mr. Floete 
and his predecessor, Edmund F. Man- 
sure, have made noticeable dents in the 
accumulation and he has high hopes 
eventually of whittling down more of 
the total storage space. 


Interviewers who meet the GSA Ad- 
ministrator in his office in the GSA 
Building (formerly the Department of 
the Interior Building) see little resem- 
blance between him and the man who 
first occupied this large office—Harold 
L. Ickes, longtime controversial cabinet 
member in the Roosevelt and Truman 
administrations. Mr. Floete impresses 
you as a man of great capacity, but not 
one who might win fame as a “cur- 
mudgeon,” as Mr. Ickes did. 

The GSA _ Administrator’s face 
shows a lifetime of experience. He has 
a shock of white hair, and clear blue 
eyes that crinkle at the corners when 
he grins, as he does often. Although 
he grapples daily with problems that 
might floor men of less capacity, he 
still grins quite a bit as he greets visitors 
from all tiers of Government. 

He doesn’t particularly care to dis- 
cuss problems connected with his Gov- 
ernment work, for there is always the 
danger that he might let slip some perti- 


Mr. Floete’s office is in the General Services Administration Building, Washington, D. C. 
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nent fact about some project, or proj- 
ects, on which his agency is working— 
and these are multitudinous. 

For example, in his former job in the 
Pentagon, he had many dealings with 
the GSA. “It was odd, when he became 
head of the GSA, for him to learn that, 
as GSA Administrator, he was called 
upon to carry through certain operating 
procedures which he had urged upon 
the agency when he was in the Depart- 
ment of Defense,” one of his subordi- 
nates recalled. “He has been engaged 
almost wholly, since coming to GSA, 
in carrying out the recommendations 
of a longtime efficiency and manage- 
ment survey that had been ordered by 
his predecessors here. And he also had 
to keep in mind the ideas he had about 
the agency when he was in the Penta- 
gon—and viewing the GSA problems 
from a different angle.” 

One problem that Mr. Floete inher- 
ited from the former administrator was 
that of the Lease-Purchase Plan, which 
Congress passed, at the instigation of 
the administration, two years ago. 
Under this plan, Uncle Sam no longer 
pays outright for Government buildings 
that must be constructed. The idea was 
that the Government would sign agree- 
ments with contractors to build the 
buildings, would lease the buildings for 
a certain number of years, and take title 
only after having paid so much rent. 
The big trouble has been that few con- 
tractors wanted to construct buildings 
for Uncle Sam under these arrange- 
ments and wait so long for their money. 
This has been due to many factors—the 
relative tightness of credit, the legal 
work involved (from the standpoint of 
contractors), etc. So the federal build- 
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ing program slowly has ground to a 
halt. Yet, there are many pressures— 
local and national—to keep Uncle Sam 
busy building more stately buildings in 
Washington and elsewhere. 

Considering the tenuous situation be- 
tween GSA and Congress (some of 
whose members do not like the GSA 
attitude on these things), Mr. Floete 
speaks about the program only after he 
and his assistants have cleared every 
word with others in the Government. 

Because of these (and other) prob- 
lems that have plagued GSA since he 
took office, Mr. Floete has been the 
busiest bee in Washington. First, he - 
had to go through a “study” period to 
learn of the vast agency, with more 
than 25,000 employees, in all parts of 
the nation. On his first day in office 
he pointed out to his subordinates that 
false modesty would not prevent him 
from asking obvious questions about 
matters on which he wanted more 
knowledge. He said the only way he 
could learn the job was to study every 
phase of it. 

Even after he had gone through his 
study period, Mr. Floete, a cautious 
man, realized more than ever the dyna- 
mite inherent in every one of his de- 
cisions. Through one decision, he could 
close down plants producing tungsten, 
cobalt or other minerals or metals. 
Through another decision, he could 
throw the office supply industry into a 
tizzy. So he came to the conclusion 
that, at every step, he would have to 
“make haste slowly.” 

The GSA Administrator is a man of 
great experience—and many experi- 
ences. He has played many roles, in 
many and varied circumstances, during 
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his 68 years. This experience comes 
out in virtually every move he makes 
as a high federal administrator, and 
every word he utters for the record. 
His business career includes long 
experience in banking, construction, 
lumber retailing, distribution of auto- 
mobiles, tractor and related farm equip- 
ment, farming and ranching. Born in 
Armour, S. Dak., May 30, 1889, he 
graduated from the University of Wis- 
consin with an A.B. and from Harvard 
University, in 1912, with an LL.B. 
From 1912 to 1917, he lived in 
Armour, where he operated and was 
partial owner of a bank, a line of retail 
lumber yards, and a land and cattle 
company; from 1920 to 1925, he owned 
and operated a small manufacturing 
plant; from 1925 to 1932, he lived in 
Spencer, Ia., as operator and principal 
owner of the Floete Lumber Co. with 


retail lumber yards in western Iowa and 


eastern South Dakota; from 1932 to 
1941 he was associated with the Woods 
Brothers group of companies at Lin- 
coln, Nebr., first as controller and later 
as president. These companies owned 
and operated all types of real estate, as 
well as the Woods Brothers Construc- 
tion Co., which at that time owned the 
largest fleet of floating construction 
equipment in the middle west. 

From 1941 to 1946, Mr. Floete oper- 
ated and was principal owner of Mid- 
Town Motors in Des Moines, distribu- 
tors for central Iowa of Lincoln and 
Mercury automobiles; from 1941 to 
1952, he operated and was principal 
owner of the Iowa Ford Tractor Co., 
of Des Moines. During much of this 
period he also owned and operated the 
Iowa Body & Equipment Co., distribu- 
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tors for western lowa of school buses 
and truck equipment. Since 1941, he 
has been president of the Floete Land 
& Loan Co., of Armour, which operates 
farms and ranches and raises Hereford 
cattle. 

During World War I, Mr. Floete 
served with the Army from 1917 to 
1919, spending approximately a year 
in the American Expeditionary Force 
in France and Germany as captain and 
battery commander in the Field Artil- 
lery of the 89th Division. Of all the 
roles he has played, Mr. Floete con- 
fesses that the role of grandfather is 
one of the most satisfying. He and his 
wife have one daughter, Kathe, who is 
married to Jorgen Hedegaard and re- 
sides in Palo Alto, Calif. They have 
two children—Caroline, five years old, 
and Eric, three years old. 

Mr. Floete seems, to an interviewer, 
to be imperturbable in his environs 
today. But he readily recalls the times 
in his life when he was far from emo- 
tionally at ease. “The time I was most 
flabbergasted, I think, was the morning 
in ’27, when I lived in Spencer, Ia., and 
I awoke to learn that six banks in the 
area had failed to open their doors. I 
was president and principal owner of 
Floete Lumber Co., with retail lumber 
yards in western Iowa and eastern 
South Dakota. That morning I was 
floored. 

“My recollection is clear, however, 
that in every town, the people involved, 
without great ado, set about forming 
new banks and getting ready to do busi- 
ness again. There was disconsolance, 
but no panic. We went through the 
wringer in the middle west in the °20s, 
and everybody who lived there will re- 
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member it.” 

The most uncomfortable time of his 
life, he recalls, came in the same period 
when he went to Chicago to get a line 
of credit, if possible, in the financial 
community along La Salle Street. 

“I pounded the pavements, going to 
bank after bank, without success,” he 
reminiscences. “The only comfort I 
could get from my lack of success was 
that there were many others, in similar 
situations, also pounding the pave- 
ments, trying to bring some order out 
of the chaos. 

“Finally, I found a bank vice presi- 
dent who would talk with me and hear 
me out. He told me to come back the 
I suspect | was never more 
nervous in my life until I went back 
there the next day and found out that 
the loan was approved. The vice presi- 
dent who was approving the loan told 
me: ‘I have the approval, but there'll 
be another man handling the transac- 
tion. I have to get married right away.’ 
I'll always believe that he was as nerv- 
ous as I was, and that if he had not 
been about to get married, I might not 
have gotten the loan!” 

He and Mrs. Floete, the former Mil- 
dred Swain, of Osceola, Ia., live quietly 
in Washington, taking part only in offi- 
cial functions. He stays so busy in his 
work at GSA that he has little time for 
his favorite hobbies—horseback riding, 
hunting, golfing and tennis. But he does 


next day. 


get in some bridge, and can’t resist a 
game of high low, jack’n the game, if 
the right acquaintances lure him. Wash- 


ington means many things to many 


men. To Franklin G. Floete, it seems 
to mean dedicated work for the public 


welfare. 
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For auto dealer parts bins, etc. 
Available from your Office Supply Dealer or for information write to 


Office Products Tne. 720727 Wome 


West Coast Distributor: Canadian Distributor: 
Arch K. Ansty, 17} 2nd St., San Franciso 5 «© The Luckett Loose Leaf, Limited, Toronto 14, Ontario 


Territories available for Dealers and Distributors 
For More Information Circle No. 217 
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Triplicate Bond Eliminates Collating 
ARTHUR W. CLARK, Director of Planning, 


Home Security Life Insurance Co., Durham, N. C. 


OLLATING is more costly when 
done manually or semi-manually 
than when it is done mechanically. 
Whenever it must be done—by a com- 
mercial printer or in our own offset 
duplicating department—it adds to the 


binations depending on the color we 
select for our first sheet in the set and 
on whether we feed from the top or 
from the bottom of the ream. We may 
have white-pink-canary, pink-canary- 
white, canary-white-pink, white-canary- 





expense of the — 
printing job. 

For some years 
it has been pos- 
sible to obtain 
pre - collated 
bond, yet until 
recently there has 
been so little de- 
mand for it in 
our area that it 
has not been pos- 





sible to order less 
than 16 cartons. 
This paper comes 
in 16-lb. weight 
which is ideally 
suited for tripli- 





























cate form sets, 
and we buy a 
white, pink and 
canary color com- 
bination. 

Let’s examine 
this sequence for 
a moment: 
White - pink - 
canary - white - 
pink - canary - 
white - pink - 
canary. It is evi- 
dent that this af- 
fords us six com- 
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V to a desk” 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors 


e sharpen pencils at desk—fast—no 
more sharpener searches 


®@ saves much more in time and effici- 
ency than actual cost in brief period 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 
eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 
For More Information Circle No. 374 





New Twin-Pak ribbon comes 


rolled in two cases. Nothing to 


wind! Nothing to thread! 


Now...changing a ribbon is so 
clean and easy you can do it 


with white gloves on! 


om 


Se 8 ok sa 
> 6b GS > OS > «2 ab €¥ 


It’s a snap! Lift out the old Twin-Pak 
.--drop in the new. And look—no more 
smudgy fingers! 
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| Sot test touch in typing! 


Even the ribbon is easy to change on the 


new improved ROYAL ELECTRIC with Twin-Pak 


It’s like the difference between “‘patting’”’ and “‘punch- 
ing,”’ typing on the new Royal Electric. Your secretary 
gives letters a crisp “‘book-look’”’ almost effortlessly. 

Her fingers fly faster...relaxed all day long 
because it takes less than two ounces to press down a 
key. Less than three ounces to depress the carriage 
return key. It’s the softest touch in typing. 

And new Twin-Pak makes ribbon changing so 
easy, you’re always sure of a sharp, clean impression. 

Fact is, this new Royal is 4 times easier to operate 
than a non-electric typewriter. No other typewriter 
even comes close to its easy speed and convenience. 
Nor to its smart new lines and beauty. 

Take your pick of office-brightening Cameo Pink, 
Sandstone, Sea Blue, Willow Green or Pearl Gray. 

Why not plan now to dress up your letters? 

And help your secretary whip through those rush 
jobs, as well as her regular typing. Free her for other 
duties. Call your Royal Representative today for a 
one week free office trial. 


ROYAL electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 
For More Information Circle No. 191 
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| ~/ 
CHOICE of executives in ALL industries! 


WAUSAU IMPRESSION PAPERS are the choice of smart execu- 
tives because they are dependable for clear, sharp impressions 
for sales letters, folders, reports, announcements and office 
forms. In the Wausau Impression Paper line are papers made 
especially for offset, stencil duplicating, spirit and gelatin 
process. 


The complete Wausau Impression Paper line is available 


Artisans of nationally through authorized distributors and stationers. 
Fine Papers 





OUR 58th YEAR 





BOND 


mimeo BonD | WAUSAU PAPER MILLS CO. 


DUPLICATOR General Soles Offices 
OFFSET 111 W. Washington Street, Chicago 2, Illinois 


TEXT Mills at BROKAW, WISCONSIN Gx 

LEDGER Member — Wisconsin Paper Group (a 
For More Information Circle No. 227 
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pink, canary-pink-white or pink-white- 
canary. All of these combinations are 
possible without any collating. 
Formerly many of our triplicate sets 
were printed from three separate plates, 
even though the three copies were 
identical except for routing instructions. 
For example: the original might read 
Agency Department; the duplicate, Ac- 
counting Department; and the triplicate, 
Manager. Now we use a single plate 
and print on triplicate bond. Across the 
form on one line, or in a block one line 
under the other, will appear the dis- 
tribution instructions: “White—Agency 
Department; Pink—Accounting De- 
partment; Canary—Manager”. If we 


wish a white-canary-pink sequence, we 
simply reverse the stock before printing 
and still pad with a white sheet on top; 
or our top sheet may be pink or canary 








CALCULATING MACHINES 


by commencing with one of those. 
This simple change in our printing 
procedures has found wide application 
among our many forms requiring sets 
of two (for which we use “duplicate” 
bond) or three forms which are 
identical except for some minor varia- 
tion such as distribution instructions. 
Not only has it resulted in substantial 
savings but it has relieved printing per- 
sonnel of the collating job. 
Incidentally, the idea of matching 
stock colors or ink colors (or stripe 
colors on punched cards) with distribu- 
tion, or routing instructions or form 
titles, may be used to advantage in 
several ways. For example, we may 
apply it in offset reproduction where 
we can use a single plate to print a 
group of forms, differing only in dis- 
tribution, on a single color of stock but 











DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 49 19 


For More Information Circle No. 285 


Tue Orrice—October, 1957 





Triplicate bond allows six different forms combinations without collating. 


in different ink colors. Here the saving The triplicate bond which we use is 
lies in the number of plates required. from Nekoosa-Edwards Paper Co. 


Inked Ribbon Attachments DUPLI-TYPER 


- 7 {. For Continuous Form Work 





@ Increase Production 

@ Reduce Costs 

e@ Adaptable to all Machines 
@ Make INKED Copies 

@ Eliminate Carbon Paper 
e 


Makes Low Cost 


1 Original 
and é 
4 Duplicates ®& | 
with Thousands In Use 


INKED 
RIBBONS For Many Years 


2. For Bookkeeping Machines 


PAYROLLS, JOURNALS, LEDGER 
AND STATEMENTS, ETC. 
@ Make INKED Non-Smudging copies 
® COMPLETE VISIBILITY of entries 
® Eliminate Carbon Collatien 
@ Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 











For More Information Circle No. 377 
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Everything is in the drawers—letter trays, phone, wastebasket, etc. 


How to get a new outlook on work 


and drawer hodgepodge 


ereeeeereeeee 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fresh, 
new outlook on work. That's exactly what a Shaw- 
Walker “‘Clutter-Proof’’ Desk does. 

The rewards are great — better work, faster, easier 
—and working space on desk top is nearly doubled 

How’s it done? Fully 75% of the things that drift 
around on tops of other desks have a specific place 


“Built Like a 
Skyscraper 


SHAW-WALKER 


This ingenious desk eliminates top clutter 





inside this “Clutter- Proof’’ desk. 

There are off-the-desk trays for 
incoming, outgoing and pending 
letters. Off-the-desk space for 
work-organizers, work-separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. And—imagine this 
—there’s even an in-drawer wastebasket and pro- 


vision for in-drawer phone. 

This Shaw-Walker ‘“‘Clutter-Proof’’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for ‘‘Facts Folder” 
Shaw-Walker, Muskegon 14 , Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon |4, Mich. Representatives Everywhere 








ALL OTHER PHOTOCOPY 
MACHINES ARE OUTDATED 


Packed into the 20 scant inches and 18 portable Ibs. of 
the new COPYCAT “99” is a revolution in office economy. 


From its price of $199.00—the iowest of 
any nationally sold photocopy machine— 
te its exceptional performance, this 
machine is designed to cut operating 
costs and chop work hours 

off any office 

operation. 


Sharp, clear, 
ready to use 
copies in 
seconds. 


Slip paper into slot. 
Automatic roller takes 
sheets and work right out 
of your hands. One D 
simplified dial. 


Works from Modern all-metal 
AC outlet in ordinary mssté tat eoft 
office light. ro any On view at booth #224F non-glare finish. 
printed, typed, written, at the Office Equipment Show 
relamelaehAsmmelolatiiil-ta1] in the N. Y. Coliseum 
regardless of Oct. 28th to Nov. Ist. 
color. Also available, 14” and 18’ Copycat. 


Office Automation Equipment 


For More Information Circle No. 218 
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A NEW CONCEPT IN OFFICE AUTOMATION 


How much time and money can you save by automatically producing low 
cost facsimile copies of all typed, written and printed office forms? This 
new concept of office reproduction introduced by the new COPYCAT 500 


ATING 








TT Put an original in 
the COPYCAT 500 and out 
comes up to 1000 perfect finished copies 

an hour, stacked in a receiving 
tray. Your-entire job is machine handled. 


THE COPYCAT PRINTFORM 
e « « Automation in Processing Invoice Sets 


Enter all the data you need for an invoice set just 
once, on a single sheet of suitable paper. The 
PRINTFORM equipped COPYCAT 500 auto- 
matically runs off all the copies you need con- 
taining the variable information while printing . 
the proper form at the same time. Any part of Te ae ss ) 
the data not required on a particular form is > Also available COPYCAT 300 
automatically deleted. Sets of up to 20 different > 14” diazo with 

forms can be automatically produced. automatic separation 





Saaremaa 


Office Automation Equipment 2 , 


Atkins 9-4500_ 


For More Information Circle No. 200 
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in 
@ 


typists 
and office 
managers 
prefer 





TYPEWRITERS and ADDING MACHINES 


becayse .. . 


* they are fast 
and efficient. 


* they have so 
many extra features. 


Wveven 
“MULTARAPID”’ “STANDARD 92"’ 
For More Information Circle No. 435 
Write today for descriptive literature and name of nearest authorized dealer to: 
NATIONAL DISTRIBUTORS 


ALMA! OFFICE MACHINE CORPORATION 
34 EAST 30th STREET, NEW YORK 16, NEW YORK 


DEALERS: Limited franchised territories still available. 











RIGHT 














lin Employee Robotic 7 ns | 


ROUNDUP of day-to-day em- 
A ployee problems and how they 
_ were handled by management. Each in- 


Who’s to Blame for Careless 
What Happened: 


Jack Keen had worked for the com- 
pany for four years. During his fourth 
year on the job he made a great many 
errors, serious enough to mislead the 
company in some of its decisions. So 
he was fired for incompetence and care- 
lessness. The cOmpany claimed that: 

1. Keen made far too many mistakes 
to be overlooked. His errors damaged 
our relations with suppliers, and cost 
us time and money to correct. 

2. His careless attitude is clear from 
his frequent lateness and absence dur- 
ing the past year. 

3. Accuracy is vital in that job, and 
Keen knew this when he took it on. 

But Keen objected: 

1. My working conditions and the 
company’s methods were such that | 
didn’t have enough control over my 
own work to do it accurately. 

2. My absence and lateness during 
the past year were due to the fact that 
my young son was seriously ill, which 
the company knew. The company even 
encouraged me to take time off because 
of it, so they have no right to use that 
against me now. 
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cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Work? 
Was. the Worker: 


RIGHT [|] WRONG [) 


WHAT ARBITRATOR SPENCER 
POLLARD RULED: “It is the con- 
clusion of the arbitrator that there is 
insufficient evidence to warrant writing 
‘incompetent and careless’ upon Mr. 
Keen’s record, in view of the conditions 
of work granted him by the company. 
The mistakes which brought on this 
case may have been made by Mr. Keen, 
but we cannot be sure of that in view 
of the loopholes and informalities in the 
company’s system. Since the burden of 
proof is on the company, as the party 
making the charges, it appears that a 
reasonable doubt has been established 
as to Mr. Keen’s part in the errors. 
There is, therefore, insufficient evidence 
to penalize Mr. Keen for them. There 








is nothing in the record to show that 
the company objected to Mr. Keen’s 
tardiness or absences, while they were 
occurring intermittently over a whole 
year before his discharge. The evidence 
is that the company had decided to help 


Can You Require Employees 
What Happened: 


The supervisor announced he would 
need 20 girls to work the next Satur- 
day, not a regular workday. Of the 
girls assigned to the overtime job, 14 
said they wouldn’t be available. The 
super said that the Saturday schedule 
was “an order” and they’d better turn 
up or else. The 14 didn’t show up. 

They got a five-day layoff. “You 
can’t do that to us,” the girls said, and 
put up the following reasons: 

1. Company rules state that em- 
ployees are offered the opportunity to 
work overtime. You don’t have to take 
something that’s offered to you. 

2. It also says to tell your supervisor 
when you won't be available for over- 
time. That means you got a choice. 

3. Many workers have refused to 
work overtime before, and none ot 
them ever got punished for it. 

The supervisor answered: 

1. The business requires some week- 
end work and we have to know ahead 


him in that way with his family prob- 
lem. The Arbitrator believes that it is 
now too late for the company to decide 
to penalize him for this. Mr. Keen 
should be reinstated in his job and 
compensated for lost earnings.” 


to Work Overtime? 


of time that we'll have enough workers 
on hand. 

2. That Saturday work was a definite 
assignment. We have the right to dis- 
cipline workers who refuse to carry 
it out. 

3. These girls are a bunch of trouble- 
makers, anyway. 


Was the Supervisor: 
RIGHT | | WRONG [| } 


WHAT AN ARBITRATION BOARD 
RULED: “This board finds from a care- 
ful reading of the company rules that 
the company has no right to schedule 
mandatory overtime. The words ‘op- 
portunity to work overtime shall be 
offered to the employees’ certainly puts 
the working of overtime on a voluntary 
basis. This is borne out further in ‘. . . 
any employee may advise his supervisor 
that he will be unavailable for call 
during time off.’ There are no condi- 
tions attached to this sentence. All that 
the employees of this company must do 
is to advise their supervisor that they 
are unavailable. The employee does not 
have to be sick, have a death in his 
family, be called for jury duty, or any 
of the reasons that are generally found 
in rules. The evidence showed that 94 
employees had refused overtime on 
other occasions and were never dis- 
ciplined. This leads the board to believe 
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this book 

can 
revolutionize... 
and economize’ 
your daily 
office 
procedures! 


Just published by 

Diebold, Inc., this 

authoritative manual 

contains the complete 

transcript of the first 

symposium ever held on 

the use of Procedural Microfilming 
as an everyday office tool in 
Clerical Cost Control. 


The symposium, held at the 

Park Lane Hotel in New York City, 

under the chairmanship of Jerome W. Harris, 

Publisher and Editor of Management Methods 

pe azine, was sponsored by Diebold 
covered such subjects as: 


duction of clerical limination of ° Motorhead 
reduction of clerica elimination o 

operations descriptive billing + Portable 
protection against bad e Lowest Cost 
checks e uses in budget 

protection of accounting 

shareholders records : ne 

speeding tax reports savings in credit 

: operations 

increasing inter-city 
banking services uses in field audits 
uses of procedural ; : 
microfilming in market savings in the 
research educational field, etc. 


For your tree copy of “Proced Microfilming” clip the 

coupon to your business ‘letterhead end mail today. Addi- e 

tional copies are available at $1.00 per copy. ' 
’ 
. 





SSS SESS SSS SSSSSESSSSEHSEHSESESSSESEEEOEY 


DIEBOLD, INC. Dept. 70 
Flofilm Division 


a Norwalk, Conn 
Please send copy of “Procedural Microfilming”™ to: 
Name Tithe 


INCORPORATED — 
Flofilm Division « Norwalk, Conn Repu 
Sales and Se-vice Offices in All Principal Cities ~ BnO anna 














For More Information Circle No. 223 
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that it was the intention of the company 
that overtime assignments would not be 
mandatory. The company cannot force 


Can You Fire a Good Worker 
What Happened: 


K was indeed a good employee by 
every company standard—never absent 
and late only once in 17 years. On sev- 
eral occasions he received commenda- 
tions for good work. One day the per- 
sonnel director received an anonymous 
telephone call from a woman. She said 
she was the wife of one of the em- 
ployees and that his pay short 
every week when he came home. Was 
he gambling, or what? She wanted to 
know. 

Upon learned 
that the employee had been paying off 
a loan to K. When K was interviewed, 
he admitted that he was carrying on a 
“small loan business on the side” and 
charging 20% interest a week. He had 
about a hundred regular “clients.” In 
addition, he cashed checks at 10c each. 
The company fired him immediately. 
K took up his own cause and filed a 
grievance which to arbitration. 
He maintained: 

1. I was doing wrong but I shouldn’t 
be fired. 

2. I should have been given a warn- 
ing, and I'd have stopped immediately. 

3. How about my 17-year record of 
good work—doesn’t that for 
something? 

The company was unimpressed. It 
pointed out that: 

1. K was operating an illegal busi- 
ness. Under the laws of the state, he 
could be sent to jail for operating a 


was 


investigation it was 


went 


count 


158 


the employees to perform weekend 
work by calling it a work assignment. 
The grievances are sustained.” 


for Being a Loan Shark? 


agency without a license and 
charging more than the legal interest 


loan 


rate. 

2. We are not required to give a 
warning when an employee is guilty of 
an illegal act. 

3. If we agreed with K and dis- 
ciplined him without discharge, we 
would have to set up machinery for 
checking up on him to see that he didn’t 
repeat his offense. We are not in the 
detective business. We’re too busy with 
production. 


Was the Company: 
RIGHT | | WRONG | } 


WHAT ARBITRATOR SAMUEL H. 
JAFFEE RULED: “The ultimate ques- 
tion is whether what K did is cause 
not for discharge but, especially because 
of his clean record of 17 years, cause 
for something less. In this connection. 
K was never warned by the company 
that what he did was against company 
policy, and had he been so warned he 
would have stopped. He knew that what 
he did was wrong. He must have, and 
certainly should have, known that the 
company would disapprove. He needed 
neither company rule nor warning for 
that. There are many instances where a 
dereliction without a previous warning 
would not warrant discharge. This is 
not one of them. The nature and scope 
of the dereliction is too great to im- 
pose that requirement. K was discharged 
for adequate cause.” 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply | Center to Add, Subtract | Flick Down to Divide 


VICTOR ‘nics ‘CALCULATOR y — 


Imagine! Multiply, divide, add or subtract Y 
with the new Victor Calculator—all automat- 

ically! Just flick the Simpla- Key — enter fig- 

ures as you’d write them—and the machine 

does the rest. Unbelievable ! 


A printed tape, with a true symbol, identifies V7.2; Adding Machine Co, Dept. ©-1057 
figures entered and a performed. See Chicago 18, Iilinois 
the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See “‘V’’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. Name 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name 
Victor-McCaskey, Ltd., Galt, Ontario pen 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 














For More Information Circle No. 277 
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‘RO CKWE LL speeds paperwork, 


cuts duplicating costs 35%" 


‘““XNerography gives us dependable, on- 
the-spot, one-hour duplicating serv- 
ice—something we haven't been able 
to get any other way,” says F. P. Max- 
well, vice-president of the power tool 
division of Rockwell Manufacturing 
Company, Pittsburgh, manufacturer 
of the world famous Delta and 
Walker Turner power tools. 

Xerography—the clean, fast, dry, 
electrostatic copying process—enables 
Rockwell to distribute copies of 
monthly accounting statements to all 
key personnel within a few hours after 
the statements are completed. Pre- 
pared on 11” x 17” work sheets, the 
statements are reduced with fine legi- 
bility by xerography to 84” x 11” size 
on offset paper masters for runoff of 
multiple copies. 

Other Rockwell applications of 


xerography are price sheets and sales 
literature hurriedly needed, internal 
telephone directories, up-to-the-min- 
ute lists of sales personnel for various 
divisions, and, in short, wherever else 
speed and self-sufficiency are vital to 
Rockwell’s communications program. 


WRITE for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
for companies of all kinds and sizes. 


THE HALOID COMPANY 
57-100X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U. S. cities and Toronto 


HALOID 
XEROX: 


For More Information Circle No. 239 
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Office Duplicating 


(Continued from page 81) 


overflow work you can enjoy the ad- 
vantage of increasing your capacity 
without adding to your investment in 
people, space and machines. 
Overtime is a big headache for dupli- 
cating department managers but if a 
department could go through a year 
without any overtime at all there would 
be a strong indication that the depart- 
ment was overstaffed, overmechanized, 
or both. However, a steady weekly 
overtime schedule indicates that the de- 
partment is not staffed or equipped to 
handle its present volume. Production 
records, status reports and all informa- 
tion on work accomplished must be 
studied if the increased volume con- 
tinues over a sufficient period. Reasons 


should be found for the increased vol- 
ume, then recommendations made so 
that overtime can be trimmed to 
emergency jobs and temporary peak- 
loads. The recommendations can in- 
clude: (1) suggestions for reducing work; 
(2) adopting a careful farm-out policy, 
being very selective in the types of work 
farmed out; (3) expanding the depart- 
ment to increase its productive capacity; 
(4) a combination of the three. Depart- 
ment managers cannot afford to allow 
the situation to drift along, hoping for 
the best, because the first casualty will 
be “service” and service is the prime 
reason for the department’s existence. 

What does the future hold for the 
office duplicating department? This is 
a big question and my answer is slanted 
towards my own particular operation, 
but some of the ideas may be helpful. 








The ROL-RACK 


ROL-RACK 
Abbott Laboratories 
Bethlehem Stee] Co. 
States of Alabama, Delaware, Kentucky, 
Ohio, Oregon 
Conn, Mutual Life sso Standard Oil 
Fairchild General Motors 
Continental Assurance Company 
American Law Book Co. N.Y. 
Telephone Companies 
United Aircraft U. S. Gov 
Universities of Arkansas, California, + 
Rutgers, Tennessee 


Sturdy and Durable 


with FIVE FEET of Shelf Space! 


A few of the thousands of users of the 


Champion Spark Plug Co. 


City Bar Asso. 
Transamerica a 


Made of choice selected 14” hardwood. Slop- 
ing shelves angled for title reading, doweled 
and bolted to insure durability. Side-riveted 4 
swivel casters by Bassick with resilient rub- (a 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31" high 
14" between shelves 


Satin Walinut Finish or Natural wood Finish. 
Manufactured to sell for $69.50, mass produc- 
tion makes possibie this LOW, LOW price of 


$4950 


F.0.B. Factory 
Stamford, Y. 
Weight 49 Lbs. 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 


Publishers of The Book of Knowledge 
Attractive Dealer Franchises Available 


2 West 45th St., New York 36, N. Y. 











For More Information Circle No. 417 
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Don’t do it the hard way 
- do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling 


PRONTO 


Legal Size $4.55 


Letter Size 


$3.70 


Prices slightly higher 
in Texas, Colorado, 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 
For More Information Circle No. 193 


Check Size $2.50 
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|I was very fortunate to start with New- 
berrys in 1946 and have always had a 
‘feeling that I managed to get in on the 
‘“ground floor”. Even though the firm 
| did over $100 million in sales in 1945, 
‘plans were being made for big things. 
|Sales went over $203 million last year 
and the goal is for another $100 million 
|increase by 1960. The character of the 
‘stores have changed from the old- 
fashioned five-and-dime variety 
|department store operation. The com- 
|pany is proud of one of its latest units 
\in the Mid-Island Shopping Plaza at 
|Hicksville, N.Y. and plans to open 
three more modern stores in the metro- 
politan area this year. 
With all this wonderful growth, the 
| demand is for better service and higher 
quality plus more efficient procedures. 
More work has meant more machines, 
/more space and more help. Additional 
| work included new types. We developed 
a little side-line in the manufacture of 
icloth sew-in labels so that we could 
pre-mark our merchandise before it was 
shipped. This is a fair size section today 
| with three one-color label machines, a 
pin ticket and string tag unit and a 
|two-color miniature press for cotton 
labels. We also went into the sign busi- 
ness, composing signs in the main office 
and reproducing them for the chain in 
from one to five colors. This is a com- 
plete side-line, not part of our regular 
| work. 


to a 


When it became necessary to have 
some type of camera we invested in 
xerography with excellent results, and 
finally went all the way with a process 
|camera, darkroom and _platemaking 
|equipment—the complete set-up to do 
any job from beginning to end. We 
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We passed the age of 

difficult record engravings 

into stones, even those of 

writing each copy with a quill... 

in the hasty age of electronics you 
don’t even need to write the stencil 
for making thousands of copies. 





Any typewritten or printed original, anything 

drawn, any form, chart, paste-up, 

even a photograph, will automatically 

be copied by Electro-Rex onto a mimeo stencil, offset plate or spirit 
master without further processing or proof-reading. 

Rex-Rotary D-280 will immediately produce the precise replica 

of the original in thousands of copies 

... ready for instant use. 


Rex-Rotary is the finest and cleanest 

precision duplicator, and electronic stencil 
service — for those who have no sufficient work 
for owning an Electro-Rex — 

is provided from Coast to Coast. 


Ask for an “Electro-Rex ABC” 


at no charge. 


When Dependable AAccuracy Counts... 


, [ HUM [mH ( RR 
ge 





if S * \ 
REXIROTARY DISTRIBUTING CORP. 
eee 7 


387 FOURTH AVENUE 
NEW YORK 16, N. Y 


For More Information Circle No. 241 





mechanized collating by purchasing an 
automatic collating machine which does 
50% of our total collating work. We 
have three different types of photo- 
copying equipment and many accessory 
items such as a power cutter, paper 
drill, folder, saddle-stitcher, joggers, 
electric staplers, etc. Die-cutting has 
become part of our routine, using a 
stripped down Little Giant for this job. 
We also have one professional offset 
press and we have delved into short-run 
three-color process. All things 
were done gradually after the need was 
well established. 

We have not reached the end as yet. 
Recently Newberry Co. went into the 
credit field. Some of our stores are 
operating a revolving charge account 
set-up. Our department helps with this 
by printing a good deal of promotional 


these 





FOR ALL NOISY 
OFFICE MACHINES 


work for direct mail and making the 
actual plastic charge plate. We con- 
verted our keyboard Graph-o-type to a 
which 
makes the plates from a punched tape. 
I can see a lot of other services on the 
horizon not strictly classified as dupli- 
cating. For instance, we have set up a 
photographic studio to take some of 
our own pictures of merchandise and 
to prepare visual training films. 

This example of how one department 
gradually expanded indicates what can 
be in store for any duplicating depart- 
ment. There are many similar experi- 
ences in the field of office duplicating. 


new automatic Graph-o-type 


I have visited mary fine departments, 
much larger than my own but operating 
on the same basic principles, with many 
things planned for the future. I have 
also visited smaller departments, run 





Acoustinet . . . a quiet room within a room 
Acoustinets provide quiet comfort for everyone where machines operate . . 
only 2" more depth — 4"' more width. They ABSORB harsh metallic pitch . . . 
pleasant new soft sound. And they provide uniform indirect lighting over the entire work 
area. You will enjoy better working conditions afforded by Acoustinet. 


© 1957 








(Gate 


. and they use 
resulting in a 


_—, Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


410 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Informiution Circle No. 423 
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The highest quality 
IT’S 14°42 adding machine at 


the lowest price! 


Now being 

introduced 

@ ii. the 

© ist time 
@ in America! 


e Large Capacity ‘10 Key 
—10 Total 11” 





AY e Credit balance and 
subtraction in RED. 


IT’S TOTALLY we . 


It’s Years Ahead in Design, Construction and Performance 


e@ All parts precision . e@ Easy-to-get-at mechan- 
made of top grade : ism for cleaning and 
hardened steel, coated bie < maintenance. 
with copper and re- ye o i 
coated with nickel for Ry og e@ Comes equipped with a 
a lifetime of trouble- Mies ST separate lever to op- 
free operation. erate manually as well 

as electrically 


iT’sS THE . Unbelievably Low . 
— 


at 
evectric $79950 a 
ADDING (Approximate! $100 less 
rox! 
MACHINE than other ichines of 


LARGE CAPACITY 10 KEY — 10 TOTAL 11 (with CREDIT BALANCE) comparable quality) 


The BRUNSVIGA Model 111RT brings you many 
quality features never before found in an add- 
ing machine at this amazingly low price. For 
proof of smooth and dependable performance 
practically service-free, see your local dealer 
for a demonstration—or send coupon for name 
of nearest dealer. 








TYPESALES, INC. 

419 Broome Street. New York, N. ¥ 

Gentlemen 

We are interested in the BRUNSVIGA Model 111RT Electric Add 
ing Machine. 

© Please send us free literature. 

( Please arrange for a free demonstration 

NAME TITLE 

COMPANY. 
ADDRESS 
City STATE 


DEALER'S NAME 





Manufactured by the 

BRUNSVIGA MACHINE WORKS, Braunschweig, Western Germany 
Sole Selling Agents in the U.S.A. and Canada 

TYPESALES, Inc., 419 Broome St., New York, WN. Y. 











Seer eee eee eer eee een 





For More Information Circle No. 
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just as the larger units and using the 


& a flip of the switch | same standards. 
y . | We still have a long way to go. Im- 
oo press of the button provements in equipment will mati us 
‘ | to raise production standards. Experi- 
| ence will give us the know-how to lift 
Cal | quality standards. Better management 
: ( | will allow us to operate our departments 
more efficiently. We should all carry on 


/ i 
| an everyday work simplification pro- 
| gram. We all have people in our organi- 





zations who are capable of offering good 
| workable ideas to be tried, if we only 
| give them a chance. Sometimes we are 





a little too close to a problem to see 
| the solution and it is better to seek an 

outside opinion. These things make the 

picture of the future a challenge to 
| find a better way and develop greater 
| skills. Our aim is to provide “service” 

first. If we do, top management will 

increase our responsibilities and the 
| value of its office duplicating depart- 
| ment.—From a talk before the Office 
| Executives Assn. of New York. 


Auto-typist eliminates routine typing 
and dictation .. . by automation 


Auto-typist is the answer to handling vol- 
ume routine correspondence. It cuts costs 

. . one average typist can produce as 
many as 125 letters a day on one Auto- 
typist, AND, she can operate four machines 
at a time! 

Precomposed letters or_paragraphs are 
perforated on a record “memory” roll, 
which will store 250 lines of copy. Letters 
or paragraphs are numbered to correspond 
with the push-buttons, then Auto-typist 
automatically picks them out in proper 
order, and types them perfectly! Manual 
insertions can be made at any time. Auto- 
typist will save you money . . . write for 
free booklet. 


AMERICAN AUTOMATIC TYPEWRITER CO. 
2323 N. Pulaski Rd., Chicago 39, Ill. 














For More Information Circle No. 409 “I had some home permanent left over.” 
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OH- OH! 
WRONG BIN! 
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SORRY MAC, A 
BUT... AH, DION'T T ORDER 
SOME MORE! 









































Nee VISIBLE 


INVENTORY CONTROL SYSTEM . 


a 
JOE, HAVE YEP! HOW MANY Know what you have, where it is and when you 
YOU GOT ANY DO YOU NEED? *® will need more! Regardless of the size of 











41144'S 7 A 4! 

a NUL SEND... ETC, your business, inventory contro! enables you to 
get faster, more dependable results with 
substantial savings in work, time and money. 


Ask the man from Acme to show you samples. 


ACME VISIBLE RECORDS, INC. 


CROZET, VIRGINIA 








DISTRICT OFFICES AND REPRESENTATIVES IN PRINCI 





~ 
ACME VISIBLE RECORDS, INC., Crozet, Virginia © 1057 
© Send us more information on Inventory Control System. 


0 We are interested in Acme Visible equipment for. EE records. 
IND OF RECORD 


0) Have representative call. Date. Time 


icienenenmens 





Company 
Address. 








For More Information Circle No. 287 
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Sudden 


BREAKDOWN ? 


You need the 


“Yue-tax SYSTEM OF 


MAINTENANCE CONTROL 


Why waste time with cumbersome, complicated records? Sudden 
breakdowns can be controlled with Vue-Fax — the only system that 
gives you an immediate, constant check against serious losses in 
man-hours, machine-hours, and valuable equipment. — 

Vue-Fax signals automatically when inspections are due; those 
now in progress, and those already made; also gives records of com- 
pleted servicing, and cost of labor and material. Scientifically planned 
by experts, Vue-Fax is economical, easy to operate, and requires a 
minimum of personnel and space. 

For: tools and gauges ® maintenance stock control © machines and 


equipment @ any specialized problems 


Cuts Posting Time, Reference Time, Personnel and 
Floor Space by 50% 


VUE-FAX Corporation - westeury, new york 


MANUFACTURERS OF 


THE GREATEST VISIBLE LEDGER FILE EVER DEVELOPED 


For More Information Circle No. 394 
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“DOCUMAT 


es ea ae 


An All-New LOW-PRICED 16mm 
MICROFILM FLOW CAMERA 


All the convenience and privacy of doing your own microfilming—right in your own 
office by office help—is now practical and economical in a manner never before 
thought possible. Finger-tip controls, flash-alert signals and other automatic devices 
completely minimize operator error. Varying paper thicknesses (xp to 1/,")—even 
pamphlets—clipped, stapled or pinned—will feed through the throat without 
jamming. Exceptionally high resolution lens reduces detail faithfully. 


DOCUMAT records as many as 7,200 letter-size documents or 
10,000 checks (both front and back) on a single 100 ft. roll of 
16mm film. It will also record consecutively in “‘list’’ form 

on one section of the 16mm film which can then be reversed 
for use of the other section. 

Floor space required 2434." x 2512". Weight 120 lbs. 


The price is only $1,095 


* * *” * 


..and a LOW-PRICED DUAL READER... for both roll 
(16mm or 35mm) and unitized film with either 

3414X, or 24X lens. 11" x 11" Screen. . . $325 

(Other models from $245 to $350) 


id 


ee oR Gee ae. Sa a 
385 Concord Avenue, Belmont, Dept. 102, Mass. 
Send complete details 


COAST-T0-COAST 
SALES AND SERVICE Title 
THROUGH INDEPENDENT 
MICROFILM SERVICE 
COMPANIES Address 

City 





Company 














For More Information Circle No. 414 





ONCE THE NEWEST 
THING IN 
DUPLICATORS... 

NOW ITS 


REPRODUCES 
FIVE COLORS 
AT ONE TIME! 


$198.50 


plus FET, 
FOB Chicago 


Other models from $157.50 up, 
electric model ot $349.50 


the ALL-NEW Cyoy-nete 


=> SILVER-STREAK 


@ Streamlined, Modern Design @ Pre-Set Side Guides—Fixed 


© Exclusive “Margi-Set” Auto- Position Assures Accurate 
matic Raising and Lowering. Alignment. always 
Copy Can be Positioned While —» Exclusive Quart Capacity Fluid 
Operating Duplicator. Supply. Less time on refills— 
@ Composition-faced, long-wear with No Evaporation 
Side-grippers. Outlast all others —_ Five Position Intensity Control 
—Positive Single Sheet Feed. Easy Visible Fluid Supply 


x WOLBER 
fo) e i Bley Wael, oe) e) od Meoiek 


1203 Cortland Street « Chicago 14, 


llinois 
San Francisco 


Brooklyn 
For More Information Circle No. 254 
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Duplex Electric Model 912 ED/a-(IIlustrated) 
features extra ‘Memory’ register, Automatic 
Accumulation, Subtraction and ‘Full Cent’ 
but represents no greater investment 

than other ordinary single 


register machines. 


1 | : | bE Val Unrivaled for payroll, 


billing, sales analysis and 


- RAPID ADDERS statistical work. 


> HAND OPERATED CALCULATORS 
> SIMPLEX ELECTRIC CALCULATORS 


- DUPLEX ELECTRIC 
Control Systems, Inc. 
CALCULATORS y 
PLUS COMPUTING MACHINES DIVISION 
5 Beekman Street, New York 38, N. Y. 
Telephone: REctor 2-0045 
For More Information Circle No. 263 
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AT LAST! A STEEL FILE AT THE COST 


OF CORRUGATED BOXES AND STEEL SHELVING OR LESS.... 


A cluttered cardboard storage room such 
as this, is a costly waste of space and 
employee time that you can't afford. 


Nylo Glide record files save 40% or more in 
valuable floor space and the accessibility of 
RFI files saves you valuable employee time. 


itiieiaitiicacens “ 1a 


Record Files, Inc. Ag [ These nylon bearing smooth 
provide file room lay- a operating files are available 
out and installation, plus d in any size. No waste spac 
a record retention schedule, —inside or out. Designed to 
free of charge, with each order. fit the records they hold. 


SAVE TIME — SPACE and INCREASE EFFICIENCY with RFi’s STEEL RECORD 
FILES. Let RFI assist you in creating a clean, efficient file room area with 
Nylo-Glide files, at or less than the cost of shelving and corrugated boxes. 


RECORD FILES, INC. I 
P. 0. BOX 581 © WOOSTER, OHIO ; RECORD FILES, INC. The great strength 
P. 0. BOX 581 of Nylo-Glide files 


Please have your nearest representative 

stop and see us at his convenience. | WOOSTER, OHIO ig cele ae — 
under a great load 
or pressure. 


Nylon bearings prevent — 
cause drawers to work easily 
while under heavy load. 








For More Information Circle No. 248 
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. reports Mr. Donald Farquharson, 
Comptroller of Mars, Inc. 


RECEIVING REPORT 
cima 





= nem. i! 


JOHN DOE DISTINBCTING Co. 





CUMMINS Perforators eliminate duplicate 
payments ... make it impossible to re-use 
disbursement authorizations 


Mars, Inc., one of the nation’s leading 
candy producers, safeguards their ac- 
counts payable operations by cancel- 
ing invoices and all supporting docu- 
ments in a Cummins 300 Perforator. 
They simply insert a bundle of up to 
20 papers in the machine and auto- 
matically punch PAID, the Date and 
MARS in one swift operation. 


Many accounting executives specify 
that all pages in a voucher or invoice 
bundle be stamped PAID when the 
check is issued. This is hard to en- 
force. At the time of an audit, they 
are often shocked to find many docu- 
ments missed or only the top sheet 
stamped on.most of the PAID bundles. 
YOU CAN SAVE 10% ON YOUR /< 
FIDELITY INSURANCE COST } 
... this new booklet tells how! / PX - 

[ <4 





Write for the “Hole Story” which exploins 
how you con prevent fraud in cash 
disbursements, stop inventory losses, 
ond sove on your insurance premiums. 


Now were sure our invoices 
cant be paid twice--we cancel 
them like banks __. 


“Cancellation information 
is clearly ‘punched’ in the 
invoice and all supporting 
Papers in one operation” 


A Cummins Perforator insures effec- 
tive cancellation of every document in 
every bundle with a substantial sav- 
ing in clerical labor—and close super- 
vision is not required to see that it is 
done. This is because it is easier to 
cancel a complete bundle with a Cum- 
mins Perforator than to hand stamp 
only the top copy. 

Ask your CPA 

Recommended by leading public ac- 
counting firms. Your CPA will be 
glad to give you advice on the subject. 


Your Cummins representative is 
listed in your classified telephone di- 
rectory. Look for AAC—CUMMINS 
(Automatic Accounting Controls) 
under “Perforating Machines”. Call 
him for a demonstration... ask him 
how a Cummins Perforator can re- 
duce insurance costs. 


IN BUSINESS AND BANKS @ SINCE 1887 


LLL 





CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corporation 
4740 North Ravenswood Ave., Chicago 40, Ill. 


SALES AND SERVICE OFFICES IN ALL PRINCIPAL CITIES 


For More Information Circle No. 247 





MICROFILM READER-COPIER 


Minnesota Mining & Mfg. Co., 900 
Bush Ave., St. Paul 6, Minn., announces the 
3M Microfilm Reader-Printer which auto- 
matically prints enlargements from micro- 
film files in less than ten seconds. The 
machine is both a reader and a printer in 
a single unit, and is said to be the first 
completely automatic printer, eliminating 
hand-processing of prints. It projects mi- 
crofilm on a viewing screen in the usual 


manner for reading—then makes a ready- 
to-use print in less than ten seconds when 


a button is pressed. 
faster than other methods, the company 
said. The machine prints by an auto- 
matic electro-chemical process on a special 
white paper, 8142” x 11” or 8” x 10%”, 
The speed and simplicity of automatic 
printing allow using microfilm for active 
files because copies from the files can be 
had quickly and easily when needed. For 
More Information Circle No. 128. 


This is many times 


ACCOUNTING MACHINE 
Olivetti Corp. of America, 580 Fifth 
Ave., New York 36, N. Y., announces the 
Audit 302, a completely automatic high- 


174 


speed accounting machine, with two regis- 
ters, a typewriter keyboard, and a number 
of time-saving features. Four separate 
accounting programs are continuously and 
instantly available through an electrified 
program selector on the keyboard. The 
typewriter keyboard employs a jamproof 
rotary-typing mechanism that eliminates 
key pile-up and holds correct alignment. 


Transition from posting to typing, and 
vice versa, can be done at will without 
setting any controls. At any time in any 
program, the Audit 302 is ready either to 
type or to post. It automatically audits a 
pickup and gives notice when pickup is 
incorrect. For example, in accounts re- 
ceivable, when the old balance is picked 
up before and after the current item is 
entered, if the two pickups are not identi- 
cal, the machine automatically totals out 
and returns to starting position, printing 
nothing on the customer’s statement. Dual 
registers provide automatic accumulation 
of grand totals or simultaneous accumula- 
tion of two separate totals. The machine 
is easy to operate. The ten-key keyboard 
has double and triple zero keys for faster 
entry of figures. There are four motor 
bar controis in different locations on the 
keyboard; one is always within easy reach 
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and two-handed machine operation pro- 
vides greater speed. Other features include 
printing on carriage return as well as car- 
riage advance to save time; 12 column 
entry, 13 column total; operating speed of 
200 strokes per minute calculating, 550 
strokes per minute typing. The Audit 302 
is priced at $2,580 plus $141.90 F.E.T. 
For Further Information Circle No. 135. 


PHOTOCOPIERS 


Rovico Inc., 318 Market St., Newark 2, 
N. J., manufacturers of precision-built 
Rovico Fotomate photocopy machines, an- 
nounces three new models of stainless steel 
construction: Standard, Executive and 
Copymaster. These machines make copies 
which are respectively 10”, 1542” and 
1914” wide by any length. All are 
equipped with 112” diameter fluorescent 
tubes. The 10” machine has an 18” lamp, 
and the 15'’%2” and 1914” machines have 
24” lamps. These lamps guarantee full 


- 


All Rovico Fotomate ma- 


width pictures. 
chines are automatic and single-dial con- 


trolled. They may be used under any 
normal office light. Because of the quality 
and precision construction of Fotomates, 

photocopies are razor sharp, crystal clear, 
and range from the deepest blacks to the 
lightest halftones with maximum definition 
and detail. They are exact duplicates of 
the originals. All Fotomate copies are 
permanent and legally accepted. The Ro- 
vico Fotomate copies anything typed, writ- 
ten, printed, drawn or photographed. It 
copies any ink, crayon or non-carbon based 
material in any color from any paper. 
Copies both one-sided and two-sided origi- 
nals and can make multiple copies of both. 
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Rovico Fotomates operate with simplicity. 
Lifetime guarantee. Available in attrac- 
tive decorator colors (gray, green and blue) 
at no extra cost. Prices are $275, $375 
and $475. For More Information Circle 
No. 114. 


OFFICE GUIDE 


Shaw-Walker Co., Muskegon 14, Mich., 
has just published the Shaw-Walker 1958 
Office Guide which is full of ideas and 
equipment to simplify office work, save 
office space and improve office appearance. 








EVERYTHING 
FOR THE OFFICE 
EXCEPT MACHINES 


This 252-page encyclopedic catalog pic- 
tures, describes and plainly prices 5,000 
office products — fireproof equipment, 
desks, files, chairs, counters and systems— 
all “time-engineered” to make _ today’s 
shorter office hours more productive of ac- 
complishments and profits. There are 
hundreds of illustrations in modern color. 
Available to purchasing agents and office 
executives, the guide is free when requested 
on business letterhead. Write above ad- 
dress. 


SPIRIT MASTER 


Rose Ribbon & Carbon Mfg. Co., Harri- 
son, N. J., announces a new Super Sta- 
Clean Sharp Black Master Unit and Spirit 
Carbon capable of producing 200 excellent 
copies on any spirit duplicator. No special 
fluid or copy paper is required. The carbon 
is unusually clean to handle and will not 
stain or soil the typist’s hands or clothing. 
For More Information Circle No. 106. 





ADDING MACHINE 


Monroe Calculating Machine Co., 
Orange, N. J., announces their Duplex 
Model 111V21 Adding Machine which has 
two registers and does the work of two 
machines. These storage mechanisms per- 
mit the operator to add or subtract in 


either register for such jobs as debits and 
credits, sales and returns; or in both regis- 
ters simultaneously, as in payroll, where 


individual pay is required along with total 
payroll. One register can be used for group 
totals, while the other automatically ac- 
cumulates a grand total. On all operations 
the symbolization printed on the tape to 
identify the register action has been greatly 
simplified. Like the Simplex, the new Du- 
plex offers extra capacity, listing 11 and 
totaling 12. It is compact, quiet and easy 
to learn. Interlocks prevent key-piling 
and permit high speed without error. For 
More Information Circle No. 120. 


ELECTRIC STAPLER 


Swingline, Inc., 3200 Skillman Ave., 
Long Island City 1, N.Y., makes the 66A 
Automatic Electric Stapler which staples 
instantly upon contact of papers. It will 
staple up to ten times a second without 
jamming and make a perfect clinch every 
time. Work is fully visible so operators 
can see where they are stapling. Built for 
heavy duty, continuous use. Loading is 
fast and safe with no danger of housing 


falling on the hand and no need for dis- 
mantling. Machine has a satin finished 
steel measuring bar and easily adjusted 


paper contact for stapling in any position. 
The Swingline 66A Automatic Electric 
Stapler costs only $47.50. For More In- 
formation Circle No. 149. 


TELETYPEWRITER 
DUPLICATING MASTER 
A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 31, Ill., makes Azograph Master 
Rolls for making multiple copies of tele- 
typewriter messages without extra work. 


The Azograph master roll is put on the 
teletypewriter in place of the conventional 
roll of paper. The receiver of the mes- 
sage simply detaches the wanted portion 
of the master, puts it on the duplicator and 
runs off copies. Many firms need ten or 
more copies of certain messages received 
over the teletypewriter. Azograph’s posi- 
tive cleanliness is an advantage for tele- 
typewriter applications. It contains color- 
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less chemicals and there is no possibility 
that it will stain equipment or operator’s 
clothes. Azograph rolls are available 
either in single ply providing a master 
only, or in combination with carbon sets 
so that “flash” copies are available imme- 
diately. Continuous form Azograph mas- 
ters are also made for specialized appli- 
cations on teletypewriters such as sales 
orders, work orders or receiving report 
information. For More Information Cir- 
cle No. 113. 


COLLATOR 


Cummington Corp. 718 Beacon St., 
Boston 15, Mass., announces the more 
compact and lighter, Model 85A eight- 
station collator which handles any sheet 
from 5” x 7” to 11” x 14” and collates pa- 
per from 9-lb. manifold to 110-lb. ledger 
with automatic self-adjusting, vacuum pa- 
per feed. Gathers up to eight-sheet sets at 


7” 


» 


ory 
ale ol bi ‘be 
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rate of 16,000 per hour. Paper supply can 
be replenished without turning off machine. 
Built-in features automatically adjust to 
weight of paper and eliminate costly down 
time in changing jobs. Self-contained stap- 
ling unit available as an accessory. Collator 
is available with casters for inter-office 
mobility. For More Information Circle 
No. 136. 


PHOTOCOPIER 


F. G. Ludwig Co., 1200 Coulter St., Old 
Saybrook, Conn., maker of the air-cushion 
Contoura-Portable photocopier, introduces 
their continuous Contoura-Matic model. 
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This is more compact, lighter and lower 
priced. Measuring only 15” wide by 6” 
deep, it takes up half the deskspace of a 
standard typewriter. Weighing less than 
12 lbs., it is easy to carry by its collapsible 
handle. Costing only $189, the Contoura- 
Matic makes photo-exact copies on white, 
colored or transparent paper. It makes 


films and transparencies and copies colored 
inks, ink stamps, pencil, crayon, mimeo 
and spirit duplicating. The machine is 
fast, clean and neat. Anyone can operate 
it. Made of non-breakable gray plastic. 
Makes quality copies of anything written, 
drawn or printed in 25 seconds per copy. 
For More Information Circle No. 152. 


ELECTRIC TYPEWRITER 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces the Remington Statesman 


proportionally 
spaces each letter of the alphabet accord- 
ing to its width, yet retains the operating 
ease and mechanical reliability of conven- 


electric typewriter that 


177 





tional typewriters. The Statesman is avail- 
able with a choice of eight new type styles, 
any of which lend an air of distinction to 
executive correspondence. Many colored 
ribbons are available to harmonize with 
color letterheads. Correspondence, copy 
for offset printing and other typing can be 
produced in printwork that allows each 
character its proper space. An “i,” for in- 
stance, occupies less space than an “o,” and 
an “n” less than an “m.” When backspacing 
to correct mistyped characters, instead of 
counting each character back to the error, 
the typist can use a position locator and a 
repeating backspacer which make it an 
automatic job. The Statesman retains the 
speed, mechanical simplicity and _ relia- 
bility of rotary escapement machines, yet 
achieves proportional spacing by means of 
a new interposing device with four space 
differentials. It also has an extend key to 
let the carriage advance more than a full 
space between each letter for variation in 
type style. This gives it five space incre- 
ments in all. In jobs requiring an even 
right-hand margin, the typist can use two 
space bars in combination to justify lines 
without leaving noticeable blank spaces. 
Margins are set without moving car- 
riage and a positioning scale makes paper 
centering automatic. Greater carbon-rib- 
bon capacity cuts frequency of ribbon 
changes. When fabric ribbon is_ used, 
there is a fast electric rewind control. 
Underscore and hyphen keys are equipped 
for automatic repeating. Two extra keys, 
at no additional cost, may be fitted with 
special symbols. Machine’s writing line is 
longer and Dual-Rite, an optional feature, 
allows typist to quickly switch to bold-face 
for emphasizing words or sentences. All 
controls are visible. For More Informa- 
tion Circle No. 131. 


ADDING MACHINE 


Underwood Corp. have currently been 
market testing in Birmingham, New Or- 
leans and other cities, the company’s new 
portable electric adding machine. Named 
the Add-Mate, it is an electric adding ma- 
chine with direct subtraction, 7-column 
list, 8-column total. The unit weighs 742 
Ibs. and is priced to retail at $169.50. 
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REMOTE WATERCOOLER 


Sunroc Corp., Div. M, Glen Riddle, Pa., 
announces the addition to the Sunroc line 
of Recessed Panel Coolers of the Model 
RPT-5 remote cooling unit measuring only 
634” deep. Its reduced height is 2142” 
making it ideal for built-in-wall location. 
Easily installed under cabinets, counters 
or in small areas of all kinds. This highly 


versatile unit has a 5 gph capacity that is 
adequate for up to 60 persons in most 


office locations. It is easily hooked up to 
any type of wall fountain, water station 
and other dispensers. When installed in- 
side the wall, it is available with a bar 
type grille to cover wall opening and per- 
mit easy access to the cooler. Supplied 
with a heavy welded steel cabinet that has 
a protective, fire-resistant shroud to shield 
the unit from dust, plaster and other mat- 
ter. Cabinet has adjustable thermostat. 
All water bearing lines are brass or copper 
and unit has a sanitary, heavy gauge stain- 
less steel tank. The RPT-S5 is one of the 
wide range of Sunroc Recessed Panel Cool- 
ers Of from 5 gph to 42 gph capacities. 
These units are designed to save space, 
and they meet every requirement for a 
remote or concealed watercooler. Can be 
used as individual coolers or as central 
cooling systems. Each unit features a 
combination of small size and large capac- 
ity. For More Information Circle No. 153. 
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FOUNTAIN PEN 


Esterbrook Pen Co., 94 Cooper St., 
Camden, N. J., announces the Safari dou- 
ble cartridge fountain pen which has 40% 
more ink capacity. Esterbrook spent two 
years on the Safari's development, com- 
bining in it features that a poll of con- 
sumers indicated were characteristics of 
the ideal writing instrument. Among these 
were the writing qualities of the nib pen 
and the lack of bother with filling. Other 
features reflecting preferences are engi- 
neered balance to improve writing ease and 
control, high-style shape and colors. A 
matching automatic pencil is also avail- 
able. The pen takes any one of the 32 
Esterbrook Renew Points, making the Sa- 
fari adaptable to the widest variety of 
writing styles. The Safari retails at $3.95 
in light blue, dark blue, black, red, green 
or gray. Refill cartridges in inks of blue- 
black, washable blue, peacock blue, red, 
green and black are six for 49c. For More 
Information Circle No. 137. 


ELECTRIC STYLUS 


Electro-Stylus, Forsyth, Mo., makes the 
Electro-Stylus, a precision instrument for 
drawing and ruling on mimeograph stencils 


and spirit duplicating masters. Its small, 
slim size allows it to be handled like a 
fountain pen and it will produce sharp, 
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clear lines without spreading, bleeding or 
tearing the stencil or spirit master. Draw- 
ings can be superimposed over typing, or 
typing over drawing, for special effects. 
Heavy patterns can be traced on spirit 
masters with excellent results. Lines ruled 
close together will not fill in on duplicator. 
Because the instrument’s vibrating action 
does the work, no special skill is required 
to use it. The Electro-Stylus is 7” long, %4” 
in diameter, operates on 105-120 volt 60 
cycle AC, starts instantly and vibrates at 
7200 strokes per minute. With five points 
for different width lines, it is $14.95 post- 
paid from above address on moneyback 
guarantee. With accessories, this tool etches 
glass, plastics, metals, etc. For More In- 
formation Circle No. 133. 


GRAPH BUILDING KIT 


Planoscope Corp., 120 East 56th St., 
New York 22, N. Y., makes the Plano- 
scope Graphmaster with which bar, line, 
pie or built-up charts can be made in 
minutes instead of hours. Planoscope 


charts have a profe 
ready for immediate display or reproduc- 


tion in black-and-white or color. Using a 
typewriter as the easiest means of pre- 
paring captions and legends, Planoscope 
adds a self-contained graphics unit to the 
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office. It takes only a few minutes to mas- 
ter this technique to produce colorful mo- 
bile Techno-Visual Systems productions 
for management controls, sales tools, dis- 
plays and presentations; organization and 
flow charts. For literature showing some 
of these colorful charts, Circle No. 115. 


PLASTIC WINDOWS 


Laminations, Inc., 1008 S. Irving Ave., 
Scranton 5, Pa., offers a window glazing 
material which, if accidentally struck by 
equipment or persons, it only bends slightly 
without breaking or cracking. If jarred 
loose or knocked from its frame, it can 
be reset quickly with an adhesive. The 
material is a laminate of Bakelite rigid 
vinyi sheet, available in clear or mottled 
translucent panels. Semi-flexible, light in 
weight and easy to install. Sheets can be 
quickly cemented to the frame without 


glazier’s points or putty. Designed pri- 
marily for interior windows or partitions 
where conventional windows are subject 
to breakage due to vibration, concussion 
or rough contact with materials, equipment 
or personnel. Although more expensive 
than glass, overall cost is léss because the 
cost of installation is low. Panels allow 
excellent light diffusion. Sheets are di- 
mensionally stable and less brittle at room 
temperature than many other transparent 
and translucent materials, including giass, 
according to the manufacturer. The lami- 
nates are good electrical insulators, will 
not support combustion, won’t warp under 
ordinary conditions of use, and have high 
tensile strength. For More Information 
Circle No. 130. 
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SECRETARIAL CHAIRS 


Cramer Posture Chair Co., Dept. O-97, 
1205 Charlotte, Kansas City 6, Mo., an- 
nounces the addition of new quality-built 
secretarial chairs featuring the two-post 
back and a new tilting mechanism trade- 
marked Ortho-Tilt. Available in a wide 
selection of fabrics and finishes, these 
chairs are designed to maintain a correct 
relationship between chair seat and back 


for helpful posture support. They have 
removable upholstery covers over genuine 
molded foam latex seat and back cushions. 
Seats turn easily on the Cramer no-sway, 
non-revolving spindle which has a simple 
fingertip adjustment for correct seat height. 
Cramer fingertip adjustments also control 
seat depth and back height. Lightweight 
aluminum bases are complete with scuff 
plates, bumper guards and easy-rolling ball 
bearing casters. For More Information 
Circle No. 138. 


PAYROLL SYSTEM 


Colonial Salesbook Corp., 199 Lafayette 
St., New York 12, N. Y., makes the one- 
writing Colonial Payrite System in which 
a single low-cost unit combines the align- 
ing board and binder, eliminating need for 
other equipment. Use of NCR paper 
eliminates the need for carbon paper. The 
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Payrite pegboard positions the required 
forms of different sizes so that all entries 
are made in one writing on paycheck, em- 
ployee’s accumulated earnings record and 
payroll journal. Earning records are stored 
in the unit. Half-size journal sheets re- 
duce the size and cost of checks or cash 


statement forms. Journal sheets are su- 
perimposed for posting to save space, and 
spread out for reference in the binder. Use 
of the single unit for active records and 
storage binder, reduces costs by eliminating 
two other binders. Space, too, is saved. 
Unit closes to 1034” x 13”, can be easily 
carried and used at home or on a train. 
Opened, it is only 13” deep. For More 
Information Circle No. 116. 


TYPEWRITER DESK 


Wright Line, 160 Gold Star Blvd., Wor- 
cester 6, Mass., has built convenience, 
comfort, utility and economy into the 
Wright Line Type-Wright-er Desk. It is 


rigid and vibration-free, and has a pleasing 
modern design. The top is available in 
either laminated plastic or stainless steel, 
and additional swing-up shelf adds 1312” x 
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18%” to working surface. Sturdy legs with 
casters on one side, allow easy mobility. 
Enclosed back adds strength. The Type- 
Wright-er Desk provides an ideal typing 
station and is designed for use with adding 
machines, calculators, small duplicators, or 
even as a small control or checking desk. 
Available in gray finish only, the desk is 
26%” high, 27” wide, 18%” deep; costs 
$39.50, $12.50 extra for shelf. For More 
Information Circle No. 103. 


TELEPHONE HOLDER 


H. H. Renneker, Box 9235, San Diego 
9, Calif., makes the Tele-Rest phone 
holder which is adjustable for tall and 
short people, for use with either the left 
or right ear. Durable natural rubber in- 
serts cushion the cradle on the user’s 
shoulder to prevent slipping, and clothing 
is not soiled. Tele-Rests are designed to 
fit all handset telephone receivers includ- 


ing old and new models. There is no 
extra charge for colored Tele-Rests to 
match phone colors in green, blue, red, 
ivory, gray, beige or black. Anyone can 
install the Tele-Rest on a phone to fit 
his or her own convenience. It holds the 
receiver firmly without further attention, 
and frees the user’s hands for other work 
while talking on the phone. For More In- 
formation Circle No. 170. 





DESK SET 


Waterman Pen Co., Seymour, Conn., an- 
nounces the Park Avenue Desk Set which 
retails at $4.95. Designed by one of 
America’s foremost modern designers to 
look well in the most modern office or 


home. Each set is packed in an indi- 
vidual box and the fountain pen uses 


Waterman’s new ink cartridge which elimi- 


nates messy ink bottles. The Park Avenue 
Desk Set consists of a black ceramic base 
with a pocket on the underside to hold a 
box of eight cartridge refills. Base has 
felt to prevent scratching. Penholder is 
chrome plated. For More Information 
Circle No. 126. 


PENCILS FOR COPIERS 


Joseph Dixon Crucible Co., Pencil Sales 
Div., Dept. 00-10, Jersey City 3, N. J., 
makes the Fax line of pencils for use 
with all types of office copying machines. 
The line consists of both reproducing and 
non-reproducing pencils. Seven reproduc- 
ing pencils (three black, two red and one 
each of blue and green) are used for 
either an entire message or for penciled 
additions on an original message. When 
sheets are fed into a copying machine, the 
entire message including penciled additions 
is reproduced. Four non-reproducing pen- 
cils, in brown, red, blue and yellow 
are used for confidential information, cod- 
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ing, pricing, guide lines and other drop-out 
applications which will not appear on 
copies when original sheets are reproduced. 
The Fax line is packaged in modern colors 
with easy identification of the line. Avail- 
able in half-gross packages or in assorted 


counter display units containing 12 doz. 
May be used on all types of copying ma- 
chines including diazo, Thermo-Fax, con- 
tact and projected photocopiers, facsimile, 
xerography and offset plates. For More 
Information Circle No. 144. 


TYPE COMPOSING MACHINE 


Vari-Typer Corp., 720 Frelinghuysen 
Ave., Newark 12, N. J., announces their 
newly designed Headliner Model 400. 


Easily operated by any office girl, it auto- 
matically photo-sets display type from 12 
to 72 point sizes. Many modern and clas- 
sic type styles are available on Typemasters 
which are changed as easily as changing 
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— the electronic brain 


-«- gives wings to 
dictating-transcribing 


It’s new—and something you must not miss— 
Stenocord “D;’ the dictator-transcriber like an 
“electronic brain: From wherever you sit, the 
microphone masterminds the machine for you by 
“remote control”— gives you start-stop dictation and 
measured backspacing for pinpointing playback. 
No need to touch the machine itself. Red or green 
light on “mike” tells you instantly when in 

dictation or playback. Operates perfectly with 
either hand—and records your conferences. 
Telephone adapter available. 


Slenocord'"D” $ 
Magnetic Combination 
Dictator-Transcriber 
Fully guaranteed. 


~<a ul 
a aan 


ch 


New Stenocord “D” —one machine does beth dictating-transcribing. New magnetic belt of the Stenocord “D” assures finest sound r 
Secretaries appreciate its light weight—only 9 — Complete duction. Plays back with no surface noise or i scratch. 
service and parts available through Stenocord dealers. rectable, mailable, re-usable over and over. See, hear Stenocord “?’. 





PACIFIC INSTRUMENTS CORPORATION 


Dept. G, 7046 Hollywood Blivd., Los Angeles 28, California 
For More Information Circle No. 276 
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Trade Mark 








ad 


ORDINARY BALL POINT 


—_—_—— 


AUTOPOINT 3X 


AN 


JUST LOOK AT THESE FEATURES... 


3 TIMES MORE INK ... WRITES 3 TIMES 
LONGER—3 times the writing as pens costing five 
times as much. You can never run out of ink 
accidentally with the new Autopoint 3X Visible Ink 
Supply ballpoint pen. And note... 

No bothersome Refills Necessary! 

SPIN-TIP* positive-action, pocket protector. Spin, 
it’s open, Spin, it’s closed. No springs, no 


mechanism to go out of order. Protects point, protects 
clothes. Available in an attractive array of two-tone 
color combinations! 


MAGIC FLOAT*— indicates visible ink supply level 
at all times—insures even flow ‘‘non-skip’”’ effortless 
writing. Precision Engineered . . . can’t skip, stop, 
scratch, leak, or weep. Writes silky-smooth. 
Quick-dry ink . . . blue-black, red, green inks. Meets 
government and bank specifications. 














PEN PURCHASES 66% 





Retail 
List Price 


F.E 
Tax 
Incl. 


rag 





. 3 times more ink—3 times longer writing 





By actual test, the Autopoint 3X ink capacity 

is three times that of ordinary old-fashioned 

ballpoint pens costing up to 5 times as much. And 
because of this greater capacity, the Autopoint 3X 
guarantees you three times the writing mileage, 
three times the useable life of pens you now use. 

If, for example you now order 100 ordinary ballpoint 
pens, you'll need only 33 Autopoint 3X pens... 

it's simple arithmetic to give your company a 66% 
saving with the Autopoint 3X. 





Mr. Sol Shulman, Sales Manager Dept. W-2-¢ 
Autopoint Company, 3200 West Peterson Avenue, Chicago 45, lilinols 


Dear Sol: 
Please send the exciting new Autopoint 3X balipoint pen—at your 
expense, to the following executives in my organization. 


Bee isspcessssnnncntpannetsingiisianiichianasniitetitaniiiansa Onna 

Fi 

Stree 
el 


NOW...MAIL COUPON TODAY 


Call your favorite 
stationer for more 
details—ORDER 
TODAY! 


(Place additional names on your company letterhead and enclose) 


Pengineered for years by the famous Our Stationer is: 


Autopoint Company— manufacturers 
of over 250 million famous Autopoint 
pencils. Exclusive licensee under U.S. 
Patent Number 2,249,163. Other Pats. 
Pending. @Autopoint Co., Div. of 
Cory Corp. 

*Trade Mark 


For More Information Circle No. 274 





phonograph records. Clean, smudge-proof 
reproduction prints, permanently fixed on 
plastic coated 35 mm film, emerge in sec- 
onds ready for any method of reproduc- 
tion. The Model 400 provides increased 
working space for parts, making for easier 
operation. Its functional character selec- 
tor knob is conveniently angled for ma- 
nipulation from any position, sitting or 
standing. A visible exposure light indi- 
cates when machine is exposing copy. 
Stainless steel tank rails which guide film 
through development stages are non-cor- 
rosive and may be easily removed for 


CHANGE 
NUMBERS 


Change Numbering 
Machines permit in- 
stant changes of 
numbers regardless 
of sequence. They 
are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 


a eee” 
Leer? 


€ 


AYA A n 
| | , FORCE | . 
4 NEW ¥ORK © CHICAG e SAN FRAN 


For More Information Circle No. 378 
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0.. Incorporated V 
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cleaning. Built-in paper cutter firmly holds 
paper in position before cut-off to assure 
clean cut. A spring-loaded pressure foot 
provides perfect contact during exposure 
and results in clean, sharp reproduction 
proofs. Machined sprocket housing insures 
perfect alignment of paper past light. Of 
durable construction with unit casting sup- 
porting all related parts for long, trouble- 
free machine life. Positive alignment is 
assured by new center drive and increased 
character spacing accuracy due to new sus- 
pension for locating blade. For More In- 
formation Circle No. 147. 


CRAYON 
HOLDER 


Alvin & Co., 
Windsor, Conn., 
offers the Mark I 
heavy-duty, push- 
button mechanical 
crayon holder that 
is rugged in con- 
struction; quick, 
efficient and de- 


Force Quick- 


cS 


pendable for gen- 
A eral marking pur- 
poses. The push- 

| button allows one 

pe hand adjustment. 
| The Mark I has a 
knurled finger grip 
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New Low price 


Now—every office can have a 


| FAMOUS COPEASE PHOTOCOPIER 


The Cameo—compact running mate to the original Copease Duplex— 
the photocopier that revolutionized office copying. 


Read these compelling 
advantages: 


1. New smaller desk top size! 

2. All-enclosed slide-out developer tray. 

3. No timer to set. 7. One setting suits 95% of office work, 
4. Motorized exposing as well as develop. S4VeS time and paper. 

ing. 8. Rugged construction can “‘take it.” 

5. Perfect jet-black copies in seconds with 9. So easy to operate, anyone can quickly 
consistent high quality. learn to make copies. 


6. Copies anything and everything produc- All these advantages mean the highest 
ing one or two-sided copies. quality copies at the lowest cost. 


For proof of these statements sign and mail coupon below. 


COPEASE CORPORATION 
er : Ve 425 Park Avenue, New York 22, N. Y., Box 0-10 
Distributors in Principal ' 7 ae 
Cities. Regional Offices: Gentlemen: I’d like to have a free 3-day trial of Copease in my 


New York, 425 Park Avenue. office 
PLaza 3-6692. 
Chicago, 226 N. LaSalle St., 
STate 1-1383. 
Los Angeles, 3563 Wilshire 
Boulevard, DUnkirk 5-2881. 





For More Information Circle No. 234 
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5 DAY TRIAL! 
ANYWHERE IN U.S.A. 
OR CANADA 


Send no money—just coi request 





to prevent slipping and permit easy maneu- 
verability. Recommended for sketching and 
layout work and heavy marking jobs on 
wood, metal, glass, cement, rubber, plastic, 
etc. It is economical in that it utilizes the 
crayon almost completely. Has corrosive 
resistant, non-rolling square barrel; triple- 
| clamp clutch which securely holds refills; 
instant propelling of refills by a strong coil 
spring ejector; and colored barrels to 
quickly identify the refills within. Light in 
weight but strong and durable. For More 
Information Circle No. 118. 


PROCEDURES 
Sizth Imp. 345 pages, 7x9, illustrated, 
cloth binding 


HOW TO MAKE A PROCEDURE 
MANUAL 
Fourth Ed. 142 pages, 8y 411, illus- 
trated, plastic binding 


INTEGRATED DATA PROCESSING 
FOR EVERY OFFICE $2.00 
First Ed. 80 pages, 442x6, limp hinding 


TECHNIQUE OF SY STEMS AND 
$15.00 


CHARGE ACCOUNT SYSTEM 

Midwestern Mfg. Corp., Indianapolis 4, 
Ind., makes the Ever-Safe Systematic 
Credit System which protects records from 
fire at all times, stops charge account 
losses, reduces bookkeeping and speeds 
collections. Charge account records are 
visible for ready reference and you can 
tell at a glance the status of any account. 


SEE YOU AT THE 
NEW YORK BUSINESS SHOW 
BOOTH M-42 


OFFICE RESEARCH INSTITUTE 


Paperwork Management Publications 
) Box 8275, University Station 
: Coral Gables, Florida 


e 





PRS le GE OF 





For More Information Circle No. 298 








Prove it to yourself!!! 


Duplisette = 


SECOND-SHEET & / 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you’ve used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 

hg a7 Roce | The system eliminates problems of for- 
green. gotten charges or credits and prevents ac- 


Send for FREE counts from overbuying. Three cards are 
SAMPLES—today! | | Used for each account and pockets hold 
DISTRIBUTORSHIPS AVAILABLE individual charge slips. The file can be 

used under a cash register (as illustrated), 

fer NV 283 i 3M ti nal, iCmeSe eam | by itself or stacked in tiers. Each file han- 


Tee OS ei are eae eerire | dics 120 accounts. For More Information 
Circle No. 163. 











For More Information Circle No. 299 
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HAPPY FANNY says: 


Bavco Ventilated (hairs 


- - - the new experience 
in modern office seating 
¢ more comfort ¢ longer wear ~° less cost 


See them at the National Business Show— 
Oct. 28-Nov. 1, New York Coliseum, Booth 216C — 2nd Floor. 





PS-33A ... 

Posture Arm Chair 
Spring action back 
6 adjustments 


ES-45A ... 


Executive Arm Chair 


1" tubular steel, mirror-like chrome. At- 
tach on standard 1/6" stud centers. 


Single Shelf Length Double Shelf 


24"" 
36"' 
48" 
60°" 
, 


ee Floor stands for 36°’, 48'', 60°’ and 72°’ costumers. 
* Double shelf, No. 236—  Sturdi Hangers extra—open or closed hook. 
36°", $14.95. Ask your dealer or write for information. 


For More Information Circle No. 347 


Bs I Ve | F | ) PRECISION MANUFACTURING COMPANY 
y 4 831 Chicago Avenue, Evanston, Illinois 





cut costs! 
make MASTERS electronically 


Stenalax 


low operating cost 
low cost per copy 


This 1 machine does 3 office jobs 


prepares 

offset paper plates 
cuts 

mimeograph stencils 


makes 
single positive copies 
get more out of your 

present duplicating equipment 
Exact masters, stencils or single copies 
of letters, legal papers, office forms, 
news clippings, etc. are made simply 
and rapidly by Stenafax. Only seconds 
required to load, unload, and push a 
button. The operator can do other work, 
as the machine operates and shuts off 
automatically. The entire operation is 
on the one machine, with no additional 
paraphernalia. It is electronic, fast, 
clean, accurate. 


see it working! 
BOOTH {iS at the 
National Business Show 

' TIMES FACSIMILE CORPORATION 
poten DIVISION, O10 


540 West 58th St., New York 19, N. Y. 
Please send Stenafax brochure to 


| Name 
Address. 














For More Information Circle No. 392 


COMPOSING MACHINE FACE 


Commercial Controls Corp., Subsidiary 
of Friden Calculating Machine Co., 1 
Leighton Ave., Rochester 2, N. Y., has a 
new type face for the Friden Justowriter 
automatic tape-operated composing ma- 
chine. Mid-Century, a modern, distinc- 
tively styled sans-serif face is particularly 
adapted to manual, catalog and listing 
composition. This brings to 14 the num- 
ber of different type faces available on 
Justowriter Reproducer, all of which are 
designed for specific composition jobs such 


ABCDEFGHIJKLMNOPQRSTU 
VWXYZ 
rstuvwxyz 1234567890 ,.;:- 


as books, newspapers, proposals and pro- 
motional literature. Basically, the Friden 
Justowriter is a composing unit consisting 
of a Recorder and a Reproducer. Ma- 
chines are similar in appearance, each 
having an electrically-powered typewriter 
keyboard. The Recorder is equipped with 
a punching mechanism which records in 
narrow paper tape the code for each char- 
acter and function, indicating the exact 
spacing needed to justify the line. The 
Reproducer has a reader mechanism which 
interprets these codes and automatically 
expands or contracts the spaces between 
words to produce justified lines at the rate 
of 100 words per minute. Plates may be 
made photographically or composed di- 
rectly on Justowriters. For More Infor- 
mation Circle No. 123. 


abcdefghijkI mnopq 


APTITUDE TESTS 


Aptitests, 31 S. Carpenter Ave., Indiana, 
Pa., publishes clerical aptitude tests for 
use by small offices. Subjects include gen- 
eral mental ability, general clerical, office 
arithmetic, stenographic skills, mechanical 
adaptability, mechanical comprehension, 
sales aptitude and personal adjustability. 
Designed so that small firms can reduce 
employee turnover and save time and 
money in hiring. For More Information 
Circle No. 117. 


THe Orrice—October, 1957 











OPERATING INSTRUCTIONS 
APC beets (LAO OS AUTOMATICALLY 
TE SHED AG HOE 15 COMMIT Y AIETAMEE MCE 5 TO NO eT tem menE 
crores? tena 


é 4 a. Introducing changes so 
pt New Kind of é mm complete, so total, so 


revolutionary-suddenly 
Olectnic Collator F all other collators seem 


old-fashioned. 


*APC MEANS AUTOMAT CTION CONTROL 
AUTOMATIC PRODUCTION of eachiget. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 


5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 


Write today for information on this most revolutionary change in Collators since 
Collamatic introduced the Electric Collator in 1955. 


*Trademark 





MODELS AVAILABLE Please send literature: 
8-10-12-14-16-20-24-28-32-40 [] 1958 Model Electric Collator 


bin collators and fully auto- with A P C* 
matic Golden Automatic. [] We are interested in a free survey 
and analysis of our collating 
[] Demonstration Requested 


Route 23, Wayne, New Jersey 








MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 


For More Information Circle No. 207 





When the master 

sheet is PATA- 

PAR TRANS- 

LUCENT 

PARCHMENT, 

sharp, clear cop- 

ies come easily — 

consistently. The 

secret is Pata- 

par’s quality- 

controlled texture and 

uniform, correct translu- 

cency. This assures super-fast transmission 
of the ultra violet rays — resulting in copies 
of utmost clarity, and top speed operation. 
Furnished in Substance 12-15% and 44. 


_If you use a Bruning, Ozalid or other 
direct-print copying machine, try Patapar 
masters and see the difference! For brochure 


of testing samples, write us on your business | 
letterhead. Name of nearest distributor on | 


request. 


g 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
Headquarters for Vegetable Parchment Since 1885 


leeeeees 


For More Information Circle No. 309 
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| plates. 








OFFSET WATER ROLLER 
Van Son Holland Ink Corp., Mineola, 


| N. Y., announces their patented, perma- 
| nently soft, water form roller called Dis- 


Base which does not require a molleton. 
Therefore, the new rollers are always ready 
for the press with no seams to mark the 
Made of extra soft rubber, the 


roller is said to add to plate life, while 
extra length always keeps the sides of the 
plates clean. Ball bearing construction 
cuts friction and drag to a minimum. Dis- 
Base features a disposable cover which can 
be changed in seconds. Permanently round 
and true, Dis-Base rollers are presently 
available for duplicating size offset presses 
only. For More Information Circle No. 
143. 


KNIFE 


Griffin Mfg. Co., Lyndhurst St., Roch- 
ester, N. Y., makes the Grifhold Utility 
Knife with a die-cast handle that holds 
the blade tightly. Two different style 
blades are available. One has a double 





edge and completely retracts into the han- 
dle for safety. Blade length can be ad- 
justed for different uses. The other style 
blade, for heavy duty use, has a pointed 
end. The Grifhold sells for $1.50 with 
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NEW EDITION OF THE 


ee 
the Business Wolf 


Over 100,000 copies in use . . . 192 pages of Record Keeping Forms and 
Equipment — Accounting Systems and Sheets; Payroll Systems; Time 
and Stock Records; Order and Receipt Books; Machine Bookkeeping aoe 
and Forms; Ring Binders, Post Binders, Visible 
Binders — all in-stock at 4600 National Dealers. 


Save Money on Cost of Printing Special Forms 
. . . Save Money on Inventory 

. . . Save Money on Special Binders 

... Get High Standard of Workmanship 

and Uniform High Quality. 

ONLY $1.00 

4 colors — 192 pages showing 

over 2000 forms and binders 


you can order from your 
National Blank Book Stationer. 





Helps Cut Costs in All Departments 


! \ 
Production Department — Accounting — Accounting Systems and Purchasing — Purchase and 
Time and Stock Record Sheets, Multiple-Posting Payroll Outfit Stock Records, Vouchers, 
Sheets, Perpetual Inven- and Accounts Receivable Outfit, Depre- Stock Control Forms, Visible 
tory Forms. ciation Record, Analysis Pads, Payroll Systems. 
Systems, Post Binders, Tax Records. 











Sales — Special Catalog Advertising — Visual Display Albums, Shipping & Warehousing 
Covers, Prospect Records, 3-Ring Binders, Business Gifts’ Photo — Shipping Records, Per- 
3-Ring Binders, Order and Albums, Trip Books, Memo Books. petual Inventory and Stock 
Receipt Books, Address Records, Bill of Lading 
Books, Appointment Books. Pads, Receiving Records. 


NATIONAL BLANK BOOK COMPANY 
At your Dept. 810, Holyoke, Massachusetts 
National Blank 


Book Stationer Please send my copy of your new 192-page Records Catalog. One 
or send dollar is enclosed. 


this coupon with 


$1.00 


today 








For More Information Circle No. 237 
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SPEED YOUR TYING 


Tie Letters, 
Parcel Post, 
Checks, Boxes, 
Circulars, 
Labels, Printed 
Matter and 
Thousands of 
Other Items 

10 Times Faster 
with an 


AUTOMATIC PAK TYER 


Low in cost. This ALL-PURPOSE 
Tying Machine will tie any size or 
shape package tight. No adjustments 
needed. Easy to operate and main- 
tain. Ties cotton twines, tapes, and 
braids. Several models to choose 
from. LET FELINS CUT YOUR 
MAILING COSTS. WRITE FOR 
CIRCULARS AND PRICES NOW. 


See us at Booth No, K-104 
National Business Show, 


FELIN 








Oct. 28-Nov. 1 
TYING MACHINE CO. 


3351 N. 38th St. 
Milwaukee 16, Wis. 





For More Information Circle No. 303 





| die. Extra blades are 85c a doz. 
| illustrated catalog showing office cutting 








It is a machine that will 
absolutely prevent the mu- 
tilation, alteration or forg- 
ing of the figures in checks 


Rinne Check Writer upd 
and other valuable securi- 


Gives the same POSITIVE 

PROTECTION as machines 

— (@ Type) 
Nippo Machine Industry Co., Ltd. 


costing up to $500.00. 
Tenji-cho, Nishi-ku, Yokohama, Japan 














For More Information Circle No. 304 
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six double-edge blades stored in the han- 
For an 


tools, Circle No. 125. 


MICROFILM MOUNTING MACHINE 


Filmsort Div., Dexter Folder Co., Pearl 
River, N. Y., announces that after two 


| years operation in government installations, 
| the Filmsort Automatic Mounter is now 
| available to business. The mounter takes 
| microfilm from reels and unitizes it by 


mounting individual frames in apertures in 
punched cards or any file cards. It mounts 
2,000 cards an hour, using either negative 
or positive microfilm reels, in lengths from 
100 to 1,000 ft. The machine is priced at 
$32,500 and is 83” long, 24” deep and 55” 
high. Military engineering centers use cards 


with D type apertures (1%” x 1%”). How- 
ever, they can be readily adapted to other 
apertures. Machine has an automatic de- 
tection system which immediately stops the 
mounter when any operational station fails 
because of card imperfection, film not 
meeting specifications, error in either film 
or card sequence, equipment or operator 
error. It shuts off at a point where the card 
can easily be removed, checked, a new 
card inserted or the error corrected, thus 
eliminating the need to pre-check film. 
The machine automatically strips protec- 
tive glassine from card apertures; advances 
film with an electronic scanner controlling 
pull-down to within ten-thousandths of an 
inch; cuts and seals film into card frame; 
accurately counts film frames and cards. 
For more Information Circle No. 105. 
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PHOTOCOPY PAPER 

Copease Corp., Box O-10, 425 Park Ave., 
New York 22, N. Y., announces CpM 
photocopy paper, designed to make per- 
fect photocopy reproductions under the 
most severe office lighting conditions. De- 
veloped by Agfa for use on all Copease 
and other photocopy machines, CpM is 
four times less sensitive to white light. This 
permits easier handling under brightest 
lights as well as a greater variety of copy- 


“FINEST INK 
EVER SEEN" 


many customers report 


JETDRY is new, different —an amazing 
development in stencil duplicating ink 
that took 5 years to perfect. 

® Saves time, ink, stencils, paper — be- 
cause it sets so fast, dries so hard. 

® Enables you to print on bond or Offset 
papers without slipsheeting. 

@ Self-cleaning by simply placing between 
papers or a file folder. ..no washing of 
stencil necessary. 


MILO HARDING CO. 


Los Angeles * Cleveland * Pittsburgh 
San Francisco * Washington, D. C. 


Manufacturers and distributors of 


Tea 


AMERICA'S MOST COMPLETE LINE 
OF STENCIL DUPLICATING PRODUCTS 
INKS — DUPLICATORS — STENCILS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES 


ing work at a single exposure dial setting. 
According to Copease, CpM gives added 
clarity and definition to all copy work in- 
cluding a more uniform image at the top 
and bottom of the copy. Tests prove it 
can be peeled just five seconds after de- 
veloping, the firm states, providing satis- 
factory copy in exceptionally fast transfer 
time. Important economy factor of CpM 
paper is its uniformity of emulsion which 
insures the same sharp black images with- 
out dial setting changes. This makes for 





JET DRy | 
\ INK 


MAIL COUPON TODAY FOR COMPLETE DETAILS 


Milo Harding Company, Dept. 7CB 
500 Monterey Pass Rd., Monterey Park, Calif. 


Rush Tempo Jetdry Ink booklet 
(How to Save on Labor, Stencils, Ink and 
Paper.) 


NAME 








FIRM 


ADDRESS_____ 


CITY & STATE 





For More Information Circle No. 301 
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consistently good copies and eliminates 
waste. CpM is available at no additional 
cost. For further information and sam- 
ples, Circle No. 139. 


FORMS REGISTER 


Standard Register Co., Dayton 1, Ohio, 
makes the Model 7000 portable Form 
Flow Register which is light in weight, at- 


tractive, and easy to handle. Available in 
three sizes for 534” x 84%", 534” x 6%" 
and 4 5/16” x 6%” forms, in a choice of 


six attractive modern colors. Its pinfeed 
feature gives positive forms control, align- 
ment and feeding. Steel and aluminum 
construction assures trouble-free service 
even under roughest handling. An easily 
accessible storage compartment holds a 
generous supply of multi-copy forms. The 
register will easily handle up to six-part 
sets including forms held together with 
staples. The audit copy compartment, 
where all copies for later distribution may 
be retained intact and in order, is con- 
veniently located at the bottom of the 
register and is designed so that the con-- 
tents will not fall out regardless of the 
position in which the register is held. For 
More Information Circle No. 164. 


PORTABLE TYPEWRITERS 

Olivetti Corp. of America, 580 Fifth 
Ave., New York 36, N.Y., has introduced 
Olivetti portable typewriters in beautiful 
colors in time for Christmas selling. The 
Lettera 22 lightweight portable is offered 
in blue and green as well as the distinctive 
Olivetti gray. The larger portable or semi- 








EMBASSY 
21 Key Capacity 
$15.52 FOB Glen Riddie* 


two years. 


* Special Price information 


Specially priced for a limited time only. Buy 
now before increased costs raise prices. 





21 KEYS OR UP TO 2240 KEYS... 


TELKEE KEEPS 
TRACK OF THEM 


Know where every key is at 
all times. Save time, trouble 
and money. install a Telkee 
System designed for your ex- 
act needs ... whether 21 keys 
or up to 2240, or in a series 
for an unlimited capacity. De- 
veloped over 25 years’ expe- 
rience, Telkee pays for itself in 


Because of standardized units, your Telkee grows with changing 
key needs at little cost. Investigate today the complete Telkee story 
without obligation. Write for free booklet. 


eae 


E 


PRESIDENT 
2240 Key Capacity 
$1317.74 FOB Gien Riddie* 


Address Dept. O 107 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


Y OF SUNROC CORPORATION, GLEN RIDDLE ra 








For More Information Circle No. 296 
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D.lu DAVIDSON 
DUAL-LITH 
MODEL 251 


DAVIDSON 
DUAL-LITH will do 
more for you 


many “extras,” including micrometer plete adjustment which makes exact image positioning simple. 
Throughout, it reflects the craftsmanship and sturdiness of DAVIDSON DUAL-LITH, assuring years of 
trouble-free operation and low maintenance. In appearance and versatility, it fits ideally into office 
offset applications. Because the Davidson 2-cylinder principle makes segments quickly interchange- 
able, you can Davengrave distinctive stationery or get truer color and easier, longer runs with dry 
offset as well as the finest quality conventional offset reproductions, in line, halftone or color. And it’s 
quiet in operation! @ Model 251 produces up to 6,000 impressions per hour on sheets from 3” x 5” 
to 10” x 14”. Prints on any stock from light manifold to cardboard and envelopes. Automatic suction 
pile feeder holds 21” stack of 5,000 sheets of 20-Ib. or equivalent stock. And you can also print two 
sides at once, letterpress, imprint, number and perforate on the same machine. 


"= 
ee 
DAVIDSON CORPORATION nee. 
A Subsidiary of Mergenthaler Linotype Company "“=ne, aes 
29 RYERSON STREET, BROOKLYN 5, NEW YORK DAVIDSON CORP. Sea a 
=. 


ey P ae oan 29 Ryerson St., Brooklyn 5, N. Y. 
Distributors in all principal cities [ Send literature on DAVIDSON DUAL-LITH” 


Model 251. 
(1 Send Question & Answer Booklet. 
Davidson C) Send Supplies Catalog. 
presensitized plates Name 
are tailored to your needs Firm 


for quality results Address 
City. 














Tex set in Linotype © Headings in ProType 
For More Information Gircle No. 385 
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How to tell a 





i) "Better Mouse Trap. 


from a 7 
" Profit Trap 


Count BOTH and 1,001 
Other Items with Compactly set up on stands in tiers, the Vary-Tally 


con be supplied in any of 66 combinations, 


vp to 6 banks high and 12 units wide with o 
minimum of 2 units wide. Also single units. 
a 


- - @ Easily Readable Units Can be Rotated 
Multiple-Unit Reset Counter from Any Angle . like Tires on a Car, to 
Bold figures Always Distribute Wear 
Centered in Window Evenly 

.. No Glare 





To know WHICH products, styles, sizes or fla- 
vors are “hot” and WHICH are dragging their e@ Individual Tag 
feet — COUNT! Whether you are a manufac- @ Easily Portable Above Each Counter- 
turer or merchant, distributor or dealer — Vary- ; Window — Not Strip 
Tallies can tell you quickly How Many of What, Saarinen Consesion- ‘Take 

Where and When Now as against Last Year, 

Last Month or Yesterday. Traffic engineers, esti- @ Separate Counting 
mators, laboratories, warehouses, offices, restau- 
rants, mail and phone order departments, payroll 
people and many others find keeping score is no 
chore with a Vary-Tally. What do you want 


® 
to count? Write for news sheet and prices. VEED E R . RO OT | N C 
oJ 


HARTFORD 2, CONNECTICUT 


Chicago 6, Ill. ¢ New York 19,N.Y. ¢ Greenville, S.C. © Montreal 2, Canada 
Offices and Agents in Principal Cities 


For More Information Circle No. 194 


@ Veeder-Root Qual- 
ity in Every Part 
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standard typewriter, Studio 44, is avail- 
able in blue, and gray which has been 
popular all over the world for many years. 
Prices remain unchanged for both colors 
and the gray on both machines. The addi- 
tion of color to these Olivetti machines has 
won numerous awards for good design. 
For More Information Circle No. 108. 


DIAZO PRINTER 


Peerless Colonial Products, Inc., 200 N. 
Main St., Ivoryton, Conn., makes the 
Blu-Ray diazo rotary printer, complete 
with dry developing unit and priced under 
3300 for the 42” capacity model. The new 
init is made in 42” and 22” sizes, and 
nas printing speeds up to 4 ft. a minute. 
Features include all ball-bearing suspen- 
sion, finger-tip external speed control, sin- 
gle starting switch for motor and lamps, 
fluorescent illumination and automatic belt 
tension on 16 rubber belts. The develop- 
ing unit has a transparent styrene tube for 
visual observation of print development 
and heavy cast Zamac base for stability. 
Ammonia is contained in an unbreakable 


polyethylene jar. In making whiteprints 
from translucent originals, diazo papers of 
any standard manufacturer may be used 
and prints made at material cost under 2c 
per sq. ft. With a simple filter, Blu-Ray 


will expose silver transfer type photocopy 
papers which can then be developed in an 
accessory processor available for under 
$100. This feature places a complete re- 
production department within reach of the 


it is your guarantee 
of quality...value 
and service... 


always _ask your dealer for Apsco... America's Choice! 


’ 


For More Information Circle No. 310 


Tue Orrice—October, 1957 





Because Facit gets results— 
quickly and easily. Solves any 
problem single-handed, with 

the ten fastest keys to calculating 
ease. The fully automatic Facit 
—multiplies, divides, adds, 
subtracts—and does it all 

with the five fingers of one 
nimble hand. Aye—an eye 

for figures is an aye for Facit! 


FACIT INC. 404 FOURTH AVE., N.Y. C. 16, OR 235 MONTGOMERY ST., SAN FRANCISCO 


SOLD AND SERVICED IN MORE THAN 100 COUNTRIES ° INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 


For More Information Circle No. 246 
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it figures... 


Positively —the fastest and surest 
result when you’re figure conscious. 
Odhner was the first adding 
machine to make figuring easy with 
automatic multiplication. Now 
another Odhner first is the 
exclusive, time-saving Automatic 
Short-Cut—never more than five 
prints for any figure. Be confident, 
count on Odhner—it figures! 


ODHNER—Manual and Electric Adding Machines 


FACIT INC, 404 Fourth Avenue, N.Y.C. 16, or 235 Montgomery St., San Francisco 
SOLD AND SERVICED IN MORE THAN 100 COUNTRIES + INTERNATIONAL EXPORT OFFICES: ORIGINAL-ODHNER, GOTHENBURG SWEDEN 
For More Information Circle No. 253 
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Trail Blazers 


* ; 
Are Trail Blazers 
ever recognized 


in their lifetime. 


Mercury was one of the first 
printers to pioneer in devéloping 
the technique of printing through 


Hectograph Carbon Masters. 


Mercury was first in many new printing skills. 
Peg Strip Accounting 
Spirit Duplicating 


Translucents 


~ 


Forms Control Planning 


Take advantage of Mercury’s free service! 
Call on our experienced Systems Engineers to help you 
review your present one-write duplicating procedures 


PRINTERS OF BUSINESS FORMS N 
SYSTEMS RESEARCH ee, 


MERCURY PRINTING COMPANY 
160 VARICK STREET, NEW YORK 1S, N. Y. WATKINS 4-9410 
AYOUT PA N YOUR LETTERHEAD 


4SK Ff R OUR FREE FORM LA 


For More Information Circle No. 212 
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smaller office or drafting room at low 
cost. In photocopying on Blu-Ray, reflex 
copies may be made from booklets with 
up to 50 pages. For More Information 
Circle No. 145. 


LAMINATION SHEETS 


Plain-Vu Co., Box 83, Mentor, Ohio, 
offers a method of plastic lamination which 
does not require machines or heat. Sheets 
of clear, specially treated plastic in various 
sizes are used to indefinitely preserve 
graphs, price lists, bulletins, charts and 
documents of all kinds. Presentations and 
catalog covers can be given added attrac- 
tiveness and protection by this method. 
Other office uses for this durable material 
include making permanent file folder tabs, 
protecting color samples, preserving signs 
or notices which might be exposed to the 
elements. Personal uses include the pre- 
serving of social security cards, identifica- 
tion cards, membership cards, photographs, 
etc. The company claims that their process 
saves up to 75% in plastic lamination. 


Plain-Vu_ plastic Jaminating sheets are 
easily applied by placing the subject be- 
tween two sheets, pressing down slightly 
with the fingers. The material is then per- 
manently embedded in 100% clear plastic 


which will not discolor, harden or deterio- 
rate and will last indefinitely. An introduc- 
tory kit containing four sheets 3” x 4”, 
two sheets 6” x 8” and two sheets 10” x 
12” is $2.50. For More Information Circle 
No. 109. 


MULTILITH OPERATORS 
NOW YOU CAN CUT COSTS 


~50% 


cover your own dampening rolls with 


sveP A - PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 

can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps at 

left). Send in your order to- 

day or write for more 
information. 





STEP A — Wrap 

acetate (sent with 

cover) around roller. 

SYEP B—Slide TRI-MOL Mol- 
leton cover (as shown) onto roller. 
STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 
For turther information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 


eee REET =F) 











DEALERS AND DISTRIBUTORS INQUIRIES INVITED 
For More Information Circle No. 300 
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You Won't Do ye 


When You Use ‘ 


MIM-E-0 


VERTICAL 


FILES 


When you learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, ‘“never-sure"’ way! 

In MIM-E-O Files stencils and masters “hang' 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fast and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
paratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


EASY-FILE CLIPS 


i Ea 


MIM-E-O STENCIL FILES CO. 
1219-21 W. Chestnut St. @ Chicago 22, Ill. 


500 Distributors . . . coast to coast to help you 
solve your stencil or offset filing problem. 


For More Information Circle No. 319 


| cates when current is on. 


DICTATION MICROPHONE 


DeJur-Amsco Corp., Dept. O9, 45-01 
Northern Blvd., Long Island City 1, N. Y., 
offers a dynamic wide-range, streamlined 
“paddle” microphone-speaker designed to 
furnish Stenorette users the maximum in 
comfort, style and fidelity. Extremely 
light in weight and critically balanced to 
nestle in the palm of the hand without 
causing fatigue, this mike features a single 
flick-of-the-thumb control for all func- 
tions: start, stop, dictate, review and erase. 


The microphone becomes a high fidelity 
speaker for playback or review. It can be 
used as a conference mike by simply rest- 
ing it on desk or table. Pilot light indi- 
Styled in two- 
toned beige and brown to match the latest 
Stenorette colors, it has skidproof sponge 
rubber tips on bottom surface to protect 
office furniture. Boxed in attractive metal 
container lined with plastic foam for safe 
and easy transport. For More Informa- 
tion Circle No. 134. 


VISIBLE PUNCHED TAPE FILE 


Visirecord, Inc., Copiague, N. Y., makes 
the Visisleeve visible system for rapidly 
filing and finding long punched paper 
tapes. The system provides complete flexi- 
bility of filing, maximum tape protection, 
and places up to 2,880 long tapes at the 
fingertips of a single operator. Visisleeves 
are rigid, transparent plastic containers ar- 
ranged side by side in a 24” or 30” wide 
panel designed to fit into regular Visirecord 
housing units. Each plastic sleeve accom- 
modates one tape of any channel width 
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SECRETARIES: 


Win free 2-week vacation for two in 
HOLLYWOOD, MIAMI BEACH or NEW YORK 


And just how could 
a Kodak Verifax Copier 
help us, Miss Jones ? 


ANSWER HIM IN 
20 WORDS OR LESS 


Enter Kodak’s easy 


“tell the boss“’ contest... today! 
NOTHING TO BUY... 101 VALUABLE PRIZES 


Nothing to buy. The purpose of this contest is merely to acquaint 
secretaries, stenographers and typists with Kodak Verifax Copy- 
ing—to give you a free booklet showing all the short cuts it makes 
possible for you and your boss. Like being able to do an “‘all day”’ 
retyping job in 20 minutes. . . or answering half the mail without 
dictation and typing. 

Pick up free entry blanks today at nearest Verifax dealer. , 
(Check ‘“‘yellow pages” under ‘“‘photocopying equipment”’ 4 
or similar ‘‘photo’’ heading.) 


EASTMAN KODAK COMPANY, Rochester 4, N. Y. 


For More Information Circle No. 206 
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No one 
can read my 
boss’ secrets 


... because I destroy our company’s confi- 
dential papers with my portable Bantam-10 
SHREDMASTER. Destroying confiden- 
tial papers and obsolete records used to be 
quite a problem. Now it is no trouble at 
all—I simply feed them into my Bantam- 
10 and out come unreadable shreds, ready 
for the trash can. 

Your company, too, can have the same 
protection as thousands of other security- 
minded businesses, government agencies 
and banks enjoy with the SHRED- 
MASTER Bantam-10, the only paper 
shredding machine designed for office use. 
FREE 10-DAY TRIAL— New illustrated folder 
describes unique Bantam-10, gives full 
details about Free 10-Day Trial. 


Write today for Circular 40 
Room 1116, 9 East 40th St., New York 16,N. Y. 
The SHREDMASTER Corporation 


A DIVISION OF SELF WINDING CLOCK CO., INC. 
Manufacturers also of the Clipper-14, only heavier duty 
shredding machine suitable for office use. 

Sales and Service in all principal cities in U. $. and Canada 

For More Information Circle No. 314 


206 


and up to 75 ft. in length. Each tape may 
be removed separately, or for interim pro- 
tection and identification, along with its 
sleeve. All that is required to remove, 
adjust or insert a sleeve is a simple finger 
motion to overcome spring tension pro- 
vided by a foam rubber base in the bottom 
of the panel. Sleeves, individually or in 
groups, may be moved to the right or left, 
without removal from the panel, for inter- 
| filing new sleeves. Entire panels, which 
| according to tape channel widths house 
| from 25 to 40 sleeves, also may be shifted 
|in the cabinet. Combinations of cabinets 





and panels may be arranged to house as 
| many as 2,880 tapes within a single hous- 
|ing unit. Visible indexing for positive con- 
trol may be accomplished on the panel, on 
the sleeve or on the tape itself. Tape-out 
control provides rapid and accurate return 
of tape after processing (when tape is re- 
moved back panel material shows through 
transparent container). Operating costs of 
a Visisleeve installation are said to be low 
because system minimizes lost machine 
time and maximizes operator efficiency. 
There are no moving parts and nothing to 
wear out on the panel. Visisleeve prices 
range from $6.80 to $8.80 depending upon 
tape lengths filed and the number of 
sleeves per panel. For More Information 
Circle No. 140. 





COPYHOLDER FOR TAPE 


Lansdale Products Corp., Box 568, Lans- 
dale, Pa., offers the LPC Vertical Eye 
| Guide and Machine Tape Attachment for 
| copyholders. This eases the reading of 
‘tapes or columns of figures for copying, 
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Cryilbert Papers 


Made with new cotton fibres and tub-sized BETTE R 
v4 


air-dried, Gilbert Quality Papers have the strength 
ind excellent surface to permit quick, neat 


erasures. There's no fuzzing or scuffed appearance 
.much costly retyping can be eliminated 

Ask your printing supplier or local Gilbert Pape: 
Merchant about Gilbert Quality Papers and 

the new Gilbert Superase Bond 


ER COMPANY, MENASHA, WISCONSIN 


A good letter is always better...written on a Gilbert Cotton Fibre Bond 


For More Information Circle No. 219 
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TAPE TRICK 


saves bothersome retyping! 








Splice in revisions invisibly with 
SCOTCH 810 Permanent Mending Tape 


You can hardly detect revisions 
taped in place with “Scotcn” 810 
Permanent Mending Tape — it 
practically disa _— on contact 
with paper, and its new dull sur- 
face won’t reflect highlights! You 
can write on this wonder-working 


See your supplier today 
for a trial quantity! 


The term ““ScoToH”’ is a registered trademark of 


Paul 6, Minn. % a” Sales Office: 99 Park Ave., 
New York 16, N. Y. In Canada: P.O. Box 757, Lon- 
don, Ontario. 





tape, too. Pencil, ink or typewriter 
registers perfectly. 

“SCOTCH” 810 stays crystal clear 
indefinitely . . . will never cloud, 
crack or bleed adhesive. It’s ideal 
for mending all kinds of valuable 
papers, maps, books. 


Pe * op 


*escanc™ 


For More Information Circle No. 245 
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proofreading or comparing. The vertical 
eye guide is hung on the horizontal line 
finder of a copyholder, such as the Lans- 
dale Cop-e-Eez, and a magnet holds it 
during up and down movement of the line | 


guide. Two columns can be read by using | 
both vertical guides. Paper tapes of all | 
widths are also held for easy, accurate 
copying or reading. Retails at $1.35 plus | 
6c postage. For More Information Circle 
No. 132. 


PAPER CUTTER 
Safety Cutter Sales Co., Pier 25, The 
Embarcadero, £an Francisco 11, Calif., an- 
nounces the Slide-N-Cut Safety Cutter | 
which is activated by one movement of the | 


cutter head along a polished chrome rod. 
The Slide-N-Cut has a replaceable blade | 
with four cutting edges. There is a built-in | 
protractor for angles. It will cut up to 18” 
paper, cardboard, plastic sheets, light | 
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She’s a 
Secretary 


Wi She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 


Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work— 
because it erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


Let EraserStik heip you 
become the highest-paid 
Secretary in your office. 


With Without 
brush 20¢ brush 10¢ 


A. "7 FABER-CASTELL 


PENCIL CO 


INC. NEWARK 3, N. J 


For More Information Circle No. 297 
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HOBSON MILLER 


presents . . . a printing and office 
duplicating department under 
one roof ... in one exhibit... . 
demonstrating the printability of 
a variety of papers, office dupli- 
cator supplies and envelopes 
available to you . . . under one 
roof at the HOBSON MILLER 
PAPER CO., INC. 


DON'T MISS THIS EXCITING 
PRESENTATION AT BOOTH 108G 
NATIONAL BUSINESS SHOW 


[<-> IN PRINTING PAPERS ... 


you'll find offset, duplicator, mimeo, rag and 
sulphite bonds, manifold, cover stock, trans- 
lucent master . . . and many other varieties 
used in the plant or office. 


IN OFFICE DUPLICATOR SUPPLIES 


you'll find carbon papers, 3M offset plates, 

spirit duplicator masters, printed duplicator 

masters, mimeograph stencils, spirit duplica- 

tor fluid, hand cream, padding compound 
« ee. 


IN ENVELOPES ... 


you'll find, in addition to a complete line 
of commercial envelopes, we specialize in 
the unusual . . . for packaging and direct 
mail . . . we are specialists in specialties. 


’ IN MACHINERY... 


you'll find the TALLY-TAB ''1000'' Automatic 
Counter and Tabber. The ingenious machine 
that completely eliminates hand counting. 
And, if you're in the market for high speed 
printing equipment ask about the "ML" 
High Speed Envelope Printing Press and the 
“hobson ROTARY —25M'" Printing and 
Imprinting Press. 





ey ONE CALL GETS THEM ALL 
WOrth 6-0400 











FREE .. . ask the salesman in the booth 
for your free envelope package. Also ask 
about the special gifts . . . when you pur- 
chase any of the Hobson Miller '‘COPIA" 
Products 


HOBSON MILLER PAPER CO.,_ INC. 


HOBSON MILLER MACHINERY CORP.—div. 
280 Lafayette Street, New York 12, N. Y. 


For More Information Circle No. 384 
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leather and carbon paper. A clamp auto- 
matically holds the material (from 1 to 16 
sheets) to the board, and manufacturer 
states it will cut sheets without fanning 
them. Cuts angles up to 90°. There is 
positively no hazard of injury in use. For 
More Information Circle No. 110. 


PHOTOCOPIER 


Photorapid of America, Inc., 320 Broad- 
way, New York 7, N. Y., announces the 
Copy-Clark camera process for mass pro- 
duction of photocopies, transfer of de- 
signs and microfilming. It was designed 
in Germany for use by business, industry, 


government agencies, processing and print- 
ing firms. The Copy-Clark enlarges and 
reduces, making a dry, direct positive print 
in seconds. It is ideal for photos, poster 
advertising, photo-mechanical preliminary 
work and large size silk screen printing. 
For More Information Circle No. 161. 


POCKET MEMO SET 

Regency Crafts, Inc., 520 Fifth Ave., 
New York 36, N. Y., makes the Pocket- 
Planner which consists of a leather pocket 
secretary, 12 indexed monthly diaries, 12 
monthly expense cards and a sturdy file 
box. Each individual monthly diary is 344” 
by 6” and has a day-by-day index that 
permits locating any page with a flip of the 
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Bound Records 


with SMEAD 
Proposal Covers! 


Stock covers to serve 
your requirements 
...or specifically 
designed covers 

fo serve your 
particular needs. 


' . 
Siked teed te Smead's line of Proposal 
teners are fur- Covers, in new grain and colors, 
niched in other the is adaptable to all presentation 
Smead Tang or R Sal 
two-piece style. purposes: = eports, ales 
Covers can be fur- Manuals, Price Lists, Catalogs, 
nished in a stiff Audits, Students’ Use, etc. The 
two-piece re . e ° 
paeflyaga Li Choice is big enough to answer 
board style cover 
or a flexible one- any need. 


piece style. 





Smead invites dealer inquiries for Custom Built Covers which are 
available in silk screening, embossing, stamping or printing. Ask for 


Cover Circular C.L.55. 


THE Smead MANUFACTURING CO. 


HASTINGS, MINNESOTA ° LOGAN, OHIO 





For More Information Circle No. 273 
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THE STAND@IN 


Al (F 0; MOST DEMAND 


16 DIFFERENT MODELS 


There is a LUXCO Stand 
for every machine... True 
beauty with functional per- 
fection, styled to match 
the new modern ma- 
chines, LUXCO serves 
every requirement of to- 
day’s mechanized office. 


Model B605 


Model B500 


vse LUXCO stands for safe 
¢ solid « silent operation 


.-.make the LUXCO 


pig ee features 


the sensational valve in stands 


SILENT STEEL exclusive with Luxco . 


all steel parts are insulated to give noise reduction proper- 
ties superior to any other construction. 


CUSHIONED GUIDE BARS AND RETAINERS .. . solid, silent 
footing for the machine. Cushioned top gnd bottom to 
absorb machine noise and vibration 


ADHESIVE RETAINERS —CUSHIONED AND PLAIN 
quick positive positioning on any stand or any flat surface 
Stands, Stee! 


- = 
wos 
og Chairs and 


Stools and a Deluxe 


ae a Personal File 


KING AT FRONT st. LA CROSSE, WIS. 


Export Department, 25 Beaver St., New York 4, N.Y. 
For More Information Circle No. 313 
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A Complete 
Line of 


| 





finger. Dates for the complete month are 
visible at a glance. Two full pages for each 
day’s notes. Lies flat. You can order 
Pocket-Planner sets to start with any 
month of the year for 12 consecutive 
months. Available with top grain cowhide 


secretary at $11.75; imported morocco 
secretary at $12.90; genuine pigskin secre- 
tary at $13.50. Quantity prices available. 
Shipped prepaid. Unconditionally guaran- 
teed. For More Information Circle No. 
101. 


FILING SYSTEM 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces the Kard-Up filing sys- 


tem that combines the advantages of ver- 
tical and visible filing. Kard-Up folders 
make it possible to use the visible signal 
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fl : 
D a, 


STOP GROPING 
r | 


f 


FOR 
4 
PA 
TO CLEANER, 


FASTER, SHARPER 
STENCIL CUTTING 


sh 


No Static 

No Chop Outs 

No Eye Strain 

No Type Cleaning 
No Ragged Tracings 


No Mess...just press the patented 2714 Walnut St., Denver 5, Colo 


Red Dot to seal the film... it’s fast, 
no sticky fingers, no gummy files. 


For More Information Circle No. 236 
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systems of Kardex with a vertical card file. 
Available in 6” x 4” card, punched card, 
and 8” x 5” card sizes, the Kard-Up folder 
has a transparent Transoloid plastic strip 
across the top and die-cut flaps at the base 
that permit the title card, when inserted 
under the plastic strip, to be elevated al- 
most a half-inch above other cards in the 
folder. Transparent signals may be in- 
serted under the plastic strip, providing in- 
stantly-read, visible-tip signaling. All rec- 
ords related to the title card, ordinarily 
kept in separate files, float in the folder, 
readily available for posting. This creates 
a complete operating record in one place. 
The Kard-Up folder may be converted to a 
guide by folding and locking the front flap 
against the back of the folder and inserting 
the title card under the plastic strip, into 
the die-cut flaps. The guides are auto- 
matically self-indexing. Kard-Up folders 
or guides are filed in portable trays with 
front and back walls slanted outward to 
provide a perfect working V. Graph-A- 
Matic guides, inserted at the rear of each 
tray, provide visible tray indexing and a 


VOLUME MATIttE RS 


master scale for speedy reference to signals 
on individual folders. Housings include 
electrically powered Kard-Veyer and 
Conve-Filer, offering a choice to meet any 
filing need. The system accommodates 
nearly all types of records including ac- 
counting, inventory equipment, personnel 
and service. Kard-Up is used to advan- 
tage for manually prepared records, as 
well as those resulting from punched card 
or Univac Print-Outs. For More Infor- 
mation Circle No. 129. 


MACHINE STAND 


Interstate Metal Products Co., Dept. F, 
666 Lake Shore Drive, Chicago 11, IIl., 
makes the Maso business machine stand 
No. 1795-L in mist green and desert tan, 
in addition to driftwood gray and grain 
walnut. Features of this heavy-duty stand 
include the glossy, tough and extremely 
durable Lamidall plastic top in four col- 
ors, and the continuous piano hinged drop 
leaves with elbow-type arms that lock im- 
mediately when leaf is raised, and release 
by a touch of the fingertips. Raised to 


U SE 


CHESHIRE 


LABELING 


EQUIPMENT 


All addressing systems operate more efficiently, accurately 
and economically with the addition of this CHESHIRE 


machine to apply pre-addressed labels to envelopes, post- 


cards and pamphlets up to LL” x 14%". 


Speeds to 10,000 per hour save time, labor and errors. 


Mailers find this equipment invaluable. 


Investigate without obligation. 


FULLY 


AUTOMATIC 


CHESHIRE 


INCORPORATED 
1644 North Honore Street + 


Chicago 22, Illinois 


For More Information Circle No. 307 
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OLYMPIA offers more. Every worthwhile 
feature for perfect typing is incorporated 
in its precision construction. Judge and 
test these PLUS FEATURES found on 
OLYMPIA 


Interchangeable carriages 
Automatic paper injector 
Automatic tabulator clearance 
Correcting space bar 
Plastic alignment guides 
Paper support and page end 
indicator 

@ Vertical half spacing 


See these outstanding Typewriters 
at the National Business Show 
New York Coliseum, Section 110 
October 28 . . . November | 


OLYMPIA writes best of all . 
because it's built best of all yj 


OLYMPIA DIVISION 
INTER-CONTINENTAL TRADING CORP. 


90 West Street New York 6, N. Y. 


For More Information Circie No. 292 
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Keeg Your 

- OFFICE 
es, MACHINES 
Fectf HUM G 


“certified 


Office Machine 
PAPER ROLLS 





Their superior quality prevents creasing, 
bunching and slipping. That's why offices 
everywhere use them for adding ma- 
chines, teletypes and cash registers. You 
can depend upon their smooth operation 
—every roll is designed for a particular 


machine. 


@ Tested for micromatic accuracy 

@ Guaranteed for trouble-free operation 
@ Clean cut, lintiess, without splices 

@ Red ink warning signal marks roll-end 
@ Conveniently packed in individual boxes 


AVAILABLE AT ALL LEADING STATIONERS 


Dealers write tor Cash Register Roll 
Specification Sheet and Prices today! 


RITTENHOUSE 
PAPER CO. 


6405 Sewth Wentwerth Avenve 
Chiraqo 71 IHlino s 


For More Information Circle No. 295 
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casters for moving, or lowered to station 
ary rubber feet (one adjustable for uneven 
floors) by means of an improved heel-toe 
control power pedal, these stands incor- 
porate a re-designed elevator mechanism 
for easier operation and smoother adjust- 
ments. While the top adds to the strength, 








beauty and rigidity of this stand, further 
strength is added by use of 1” tubular 
steel legs, curved for additional leg and 
foot room. This model is also available 
in series 1795-P with Presdwood top; and 
in 1795, an all steel model. For More In- 
formation Circle No. 124. 


DESK NAMEPLATES 
Heyer Corp., 1821 S. Kostner Ave., Chi- 
cago 23, Ill., introduces their new line of 
individually and permanently engraved 
Desk Nameplates. Made of laminated 


Bakelite and walnut grained Formica with 
bright, clear gothic lettering, Heyer 
Nameplates will give a lifetime of use. 
As lettering is permanently engraved on 
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You can fill all your 
multiple mailing needs with 


the Dennison Line 
of Addressing Labels 








SHEETS 


The standard addressing label 
— for typing or duplicating.33 
in-perforated labels (2'%.5 x 
"Yon 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 


. 
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4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels stay lined up until 
snapped apart. 33 labels (2! %,5 
x '%—") on a sheet. White only. 





Paw CeO OOOH OOS ESOT ESES OTHER SHH HEHEH ERO OTHE SS OKC EHH E ETC eee 


ROLLS 


Dennison Addressing Labels come in 

continuous rolls of 1000 couponed 

labels, 3 x 1” or 3 x 1%”, in a dispensing 

. box. Accurate spacing allows labels to be 

BAe, with a minimum of adjustment. 
ite only. 


seeoeveeveeeeeeeanereeneeeee 


eevee er eee ereeveereeaeeeeeeeve ae 


ees 


Dennison quality labels plus . 

special Dennison gumming | Framingham, Mass- 
insure satisfaction. 

Order Dennison Addressing 

Labels from Your Stationer. 


Pi 
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For More Information Circle No. 231 
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the nameplate, there is no possibility of 1/16” and 1/32” wide tape. Roughly tri- 
letters fading, washing or rubbing off. With angular in shape, about 3%4” x 2%", and 
its crystal clear Lucite base that is perma- weighing less than 2 oz., the Tape-Pen 1s 
nently attached, the nameplate is ideal for easily held in the hand, and applies the 
office use to identify personnel and for  precision-slit printed tape quickly and with 
commercial use as counter and window s sii — 
merchandise signs. Heyer Nameplates : 
measure 1%” high and 8” wide and come e j Short Pak 
in four styles: white letters on walnut yi 2 
grained Formica; white letters on gray 
Bakelite; white letters on black Bakelite; 
and black letters on white Bakelite. Each 
can be engraved with one or two lines. 
One line nameplates have 58” gothic char- 
acters. A second line can be engraved in 
+”-letters if desired. Each line of stock 
priced signs is limited to 17 characters and 
spaces. Extra characters may be added at 
an additional charge. For More Informa- 
tion Circle No. 119. great accuracy, following a straightedge. 
French curve or any freehand design. 
CURVED TAPE APPLICATOR Three bearing points keep it at right angles 
Chart-Pak, Inc., Leeds, Mass., announces to the work surface to insure perfectly flat 
the tape Pen for applying their Curve-Line application of the tape. In addition to its 
Tapes. It is made in three sizes to fit %”, advantages for making graphs and charts, 


IT ALL 
ADDS UP 
T0: 





LOWER COSTS 
using the COLONIAL PAYRITE ALIGNING BOARD SYSTEMS 


Now... designed to lower current costs substantially, a single 
unit combining an aligning board and binder completely 
eliminates the need for any other equipment, Carbon Paper has 
been eliminated through a novel use of NCR (No Carbon 
Required paper). 

As an example of one such use, an employee’s earning state- 
ment and check or cash receipt, accumulated record and a 
payroll journal are prepared simultaneously WITH ONE 
POSTING 

A COLONIAL PAYRITE SYSTEM can be designed for any 
operation where posting to two or more media is required. 
May we send you interesting literature of a most profitable 
nature. 


Colonial PAY-RITE Systems 


A division of COLONIAL SALES BOOK CORP., 199 LAFAYETTE STREET, NEW YORK 12, N. Y. 


For More Information Circle No. 317 
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A Modern Electric Duplicator 
at a Moderate Fricel... 


now Heyer offers push-button 
duplicating at little more than the 
price of some hand-operated machines 


Heyer has broken the price barrier with the new 
Mark II Conqueror automatic electric spirit duplica- 
tor. Every office duplicating job—bulletins, form let- 
ters, sales plans, etc.—can be produced much more 
easily on the new Model 76 Mark II Conqueror, at the 
rate of 110 clear, crisp copies per minute in 1 to 5 
colors...ata fraction of a cent per copy. Its constant 
speed produces better and more uniform copies; It 
frees the operator so that the copies can be observed; 
and most important . . . there's no effort on the op- 
erator's part, for this new Conqueror runs without 
watching, and even turns off automatically! You can 
pay much more if you wish, but the Model 76 offers all 
this ... at a price that can't be matched. 


MODEL 70 Blak 
CONQUEROR 

> For those who are looking for 

a fine quality duplicator at the 

lowest possible price... the 

hand-operated Model 70 Mark II Conqueror is the 
perfect buy. It has been completely redesigned too, 
and has a new Feed Release Button as well as Paper 
Stackers, previously found only on the Model 76. 
The Model 70 Mark II Conqueror hand-operated du- 
plicator prints up to 110 copies per minute of any- 
thing typed, written or drawn on the $9445° 
master ...in 1 to 5 colors at once. Be agli 


AUTOMATIC ~GHerk 
CONQUEROR 


SPIRIT DUPLICATOR 


MODEL 76A 


| $29989 


Engineering improvements on the Model 76 Mark II 
Conqueror include a brand-new Feed Drive Mech- 
anism which works oniy in a forward motion... 
eliminates the lurch found in old-fashioned reciprocal 
drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and need no lubrication, plus 
an 11” and 14” Cylinder Stop. The completely rede- 
signed Motor Drive gives smoother operation, while 
the conveniently positioned Motor Bar permits effort- 
less fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone 
can operate it in a jiffy. Feature for feature... this 
Mark II Conqueror is the biggest value in spirit 
duplicators today! 


The HEYER Corporation 10-67 
1821 South Kostner Avenue, Chicago 23, Illinois 


O Send additional information about the new 
Mark II Conqueror duplicators. 


NAME POSITION_ 





COMPANY 





ADDRESS. 





CiTY 





For More Information Circle No. 413 








HERE’S THE POINT OF A 


CROSS 


£ 
= 
= 


a 


CROSS 


mast appreciated 
ah business 
on pouonal gifts 
Your Choice of Pens or Pencils 


12 KT. GOLD FILLED 


$6.00 ea. plus tax 
$12.00 sets plus tax 





$3.75 each 
$7.50 sets 


= |\ A.T. CROSS — 


° FIFTY THREE WARREN STREET 
PROVIDENCE 7, RW LL USA 
For More Information Circle No. 315 


smernee SEE New Pocket 
“SIDE SADDLE 


STAPLER" 


regular desk work, 
saddle stitching, splic- 
ing, tacking, long & 
hard reach jobs, also 
plier type use 


AT Nat’! Business Show 
Coliseum, N.Y.C. 

Booth 

LANSDALE M34. 
IDUCTS CORPORATION 
LANSDALE, PA 


PR‘ 
BOX 568 


For More Information Circle No. 316 
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the Tape-Pen and Curve-Line Tape can 
save hours for engineers, draftsmen, com- 
mercial artists, methods men and anyone 
who has frequent occasion to “draw” 
broken, dotted, or solid lines. It is 
especially valuable in preparing printed- 
circuit master drawings. Instead of meas- 
uring, drawing and inking in, the operator 
simply selects the desired pattern (eight are 
available with a variety of solid: colors) 
and rolls it on with the Tape-Pen. This 
frees the skilled professional for creative 
application of his talents. Curve-Line Tape 
will lie perfectly flat and stay permanently 
in place until removed. When applied on 
a suitable surface such as Chart-Pak’s plas- 
tic workboards or smooth-finish drawing 
board, it is easy to make corrections by 
removing tape and rolling on a new line. 
Work can be reproduced by any standard 
method. Tape Pens are $6.95 each, two 
for $13. For More Information Circle 
No. 141. 


COPYING STAND 


Photo Materials Co., 2100 W. Fulton 
St., Chicago 12, Ill, offers a compact 
titler which, when used with a Polaroid 
Camera becomes a simple, low-cost copier. 








The combination produces quick, sharp and 
precise copies. The titler is completely 
integrated with its own lighting system 


| and is so simply designed that an amateur 
| can operate it. 


For More Information 
Circle No. 122. 
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For More Information Circle No. 272 
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“Hit of the Show” 
EVER-SAFE Systematic 


Credit System... 
FIRE PROTECTION for records 


pameet 


we ale 
t: 
$ 


- 
, 


ria 


Complete, foolproof control of charge ac- 
counts and credit at low cost with the 
EVER-SAFE Systematic Credit System. This 


file can be used under a cash register, or | 


stacked two or more high. Easy and simple 
to operate. 

OTHER INSULATED PRODUCTS 
Safes — Chests — Filing Cabinets — Blue- 
print Files. Write today for complete infor- 
mation and prices. 

MIDWESTERN MANUFACTURING CORP. 
Indianapolis 4, Indiana 
“Safety is our Business” 





For More Information Circle No. 302 
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MOVABLE PARTITIONS 


General Plywood Corp., Box 1403, 
Louisville 1, Ky., makes free-standing 
Exec-Units which are movable office par- 
titions with hollow cores and plywood sur- 
faces, fabricated by the aircraft stressed- 
skin method for extra strength. They are 
said to be lighter. than aluminum and, 
pound for pound, stronger than steel; and 
cost less. Office employees or maintenance 


3 


men can erect or move them as desired 
without special tools and with no interfer- 
ence to office floor surfaces, wiring or 
piping. Made in three styles (low rail, 
glazed rail and flush wall) with open bases 
for better circulation in air-conditioned 
areas. Finished in pastel shades of gray, 
green and tan or natural walnut; other 
colors on request. For illustrated litera- 
ture with full specifications, Circle No. 146. 


ADDING MACHINE KEYTOPS 


Pearl Engraving Corp., 29 East 19th 
St., New York 3, N. Y., makes Universal 
Adding Machine Keytops which fit most 


4 


adding machines and calculators on the 
market today. These are simple to install 
and are designed in ivory and brown for 
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A COMPLETE 

LINE OF HAND 

AND ELECTRIC 
» MODELS 


MEMOS, REPORTS, PRICE LISTS, CATALOGS, 
BULLETINS, POST CARDS, LETTERS, ETC. 


Yes—with the amazing new REX-O-GRAPH Duplicator you z 
can turn out fine quality printing—fast! It gives you the Rex-o-graph duplicators are 
help you need when you want to produce quantity copies en ineered with a muiti- 
quick. No messy stencils...takes any size from post card roll r printing press system, 
to 14 x 17"... prints in one, two, or up to five colors at fluid distributor. !t assures 
one time for less than |/3c per copy, Clean... saves time . uniform moistening and 
and money. Anyone can run it, quatit reproduction from 

the first to the last print. 


Send for NEW FREE BOOK! 


GBC Rex-O-Graph, Dept. O-107 
1101 Skokie Highway, Northbrook, Illinois 


Send me new free book on how Rex-O-Graph duplicating can be 
helpful to my organization. | understand there is no obligation. 





Name _ 





Firm Name. 


Address. = 








City. Zone___State 





For More Information Circle No. 271 
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ee =) functional attractiveness. An 8-column set 
| is $4.75, 12 sets for $4.50 each. A 10- 
column set is $5.75 or $5.50 each per 
doz. sets. Standard feature keys are 10c 
each. For free sample, Circle No. 122. 


STENCIL KIT 

Speedry Products, Inc., Dept. O2, Rich- 
mond Hill 18, N. Y., makes the Magic 
| Marker Stenciling Set consisting of a take- 
apart stencil letter board, Magic Marker 
€ Easel and Stencileer. Anyone, without 
(/ special skill, can use the set to make signs 
pulls the dirt out of type- 
writer type rather than wash- 

ing it into the machine 


Foor 


| Raa ee 


Flatten the putty 
by pressing very 


VN ney MM QD 


NTI Te 
MBL. 
RQ Qgy ,, 
\\ Fold the putty 
RY AF ‘ upward to origi- and for other lettering purposes. The 
rs RS nal pyramid shape. leakproof applicator applies waterproof 
\ ink which dries instantly. Stenciled let- 
SG a ters stay clean because there is no ink 
| build-up. The Stencileer is ready for use 
NO MESSY LIQUIDS to remove nail polish, without priming and is said to yield 5000 
spot or spatter clothes. impressions. Its use saves time and elimi- 
NO HARMFUL FUMES to cause headaches nates odors and spray mists. For More 


or colds. Information Circle No. 102. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 


Then erase and there will be no smear. RUBBER PLATE PRESS 
oe Craftsmen Machinery Co., 75 W. Ded- 
iettandicsitei Res dmmute end cot | ham St., Boston, Mass., announces the 
MoldMaster Hydraulic Plate Press for 
| making rubber plates and stamps, and plas- 
BUD TYPE CLEANER tic laminates. This is a rugged mechani- 
cally and electrically superior unit, at low 
BALTIMORE 12,MARYLAND cost. Upper and lower platens measure 
10” x 15”, and the inside diameter of the 


P ° BOX 4644 


For More Information Circle No. 434 
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A Modern, Sturdy Elevator Stand 
At Rock Bottom Price! OUR SPECIAL! 


Your Best Buy 
For All-Around Use 


Undercoated — to 
absorb noise 


All steel 

All edges rounded 
Rattle proof 
Elbow type arms 




















Tubular legs 
Rigid back brace 
Baked enamel finish 
No. 1695 5), 2 drop leaves 
“Our Special" Soft rubber casters 


Exclusive 1-pe. 
leg bracket 


Colors: Mist Green, Gray, Desert Tan 


Continuous Piano Hinge 


— a ee ee ee ee ee oe 
Other products made by Inter- tatecstnte Matel Preduste o.. tne. Dept. F 
state include a wide variety of 666 Lake Shore Drive, Chicago 11, Ill. 
wardrobe and storage cabinets; Gentlemen: Please send me FREE office equipment catalog 
steel elevator-type stands for & price lists on Maso products. 

heavy business machines; office NAME 
utility stands; plastic chair mats, TITLE 
etc. FOR FREE CATALOG SEND 

COUPON. COMPANY 


AODRESS. 














(city) (zone) (state) 


For More Information Circle No. 291 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 





Sptutt 
PAPER DRILL 


ONLY 


198° 


A price where 
most bench 
models begin, 








2. 


Faster workflow. Positive 
hand control of stock. Ideal for 
women operators. A real bind- 


ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 308 


996 


steel chase is 9” x 14”. A thermostatic 
unit controls heat from 175° to 425°. 
Molding pressure is hydraulically applied. 
A rugged 30-minute timer automatically 


regulates line current. Unit may be ob- 


tained for either 110 or 220 volt, 60 cycle, 
AC operation. It occupies space of 15” x 
20” and is 17” high. Shipping weight 150 
Ibs. complete with all accessories, instruc- 
tions and starting kit. For More Informa- 
tion Circle No. 157. 
ADHESIVE LETTERS 

Westline Products Div., Western Litho- 
graph Co., 600 East 2nd St., Los Angeles 
54, Calif., makes self-adhesive letters, num- 





bers and signs for labeling office furniture, 
| machines, files, desk trays, doors, corridors, 
shelving, bins, etc. Available in cloth, 
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Waltonal A adding machine. . . 
Live Keyboard* with keytouch adjustable to each operator! 


Saves up to 50% hand motion—and effort! Never before 
have so many time-and-effort-saving features been placed 
on one adding machine. 





Every key operates the motor—so you can now forget the 
motor bar. No more of those back-and-forth hand motions! 
Keys are instantly adjustable to each operator's touch! No 
wonder operators are so enthusiastic about it. They do 
their work faster with up to 50% /ess effort! 


“Live’’ Keyboard with Adjustable Keytouch p/us 8 other 
time-saving features are combined only on the amazing 
National Adding Machine! 


THE NATIONAL CASH REGISTER COMPANY, payTon 9, on10 
989 OFFICES IN 94 COUNTRIES 


A National Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings 
as yearly profit. See a demon- 
stration, today, on your own 
work. Call the nearest National 
branch office or dealer. See phone 
book yellow pages. os) 


For More Information Circle No. 205 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES + OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 


Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every. need. 


At Equipment Dealers E here—Special- 
no inecel at Addressograph-Multigraph oe 


Write for Complete Catalog 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 











For More Information Circle No. 306 
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vinyl or other self-adhering material to 
customer’s order; in black-and-white and 
colors. Anyone, with no skill, can pro- 
duce a sign in a few minutes. Characters 
may be removed without marring surfaces. 
For free working samples and catalog 
showing wide variety of sizes and styles 
available, Circle No. 171. 


CYLINDRICAL SLIDE RULE 


Arthur F. Smith Co., 311 Alexander 
St., Rochester, N. Y., announces a cylin- 
drical slide rule which, spiraling the scales 
around a tube instead of in a straight 
line, achieves graduations equal to those 
of a 66” slide rule. Popular in England 
and Canada for a number of years, the 
cylindrical calculator may be used to solve 
all problems involving multiplication, divi- 
sion, proportion, percentages, logarithms, 


roots and powers. The _plastic-covered 
scales are resistant to wear and moisture 
and, since all parts of the instrument are 
made of metal throughout, there is no 
possibility of warping or _ distortion. 
Though the instrument can be opened to 
1014”, its size when closed is only 6” 
by 11%4”, for carrying in the pocket. It 
is almost indestructible, with no parts to 
break or loosen. Complete instructions in- 
cluded with each calculator explain the 
simple three-movement operation. Price, 
postpaid, of the cylindrical calculator is 
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HERE’S HOW... 


Swank 


f—_.| cut monthly ledger postings from 
17,000 to 150 with an 


i: 
fo 


ADP system 





Mun 's Jowelry, Leather and Other Arcersorien 


ATT. ERORO—MASBACHUSETTS 


SWANK ime. 


























06660 60 6 


i 
SOTTE ine 





For Swank, with doubled manufactur- 
ing facilities and growing purchase 
activities, system improvement had 
become urgent. Automated Data Proc- 
essing brought speedy, accurate prep- 
aration of voucher checks with sim- 
plified procedures and equipment. 
Key-punching and verification are 
eliminated as are all individual line 
postings to sub ledgers. Monthly ledger 
postings are down from 17,000 to 150. 


Voucher checks are prepared in ad- 
vance on a Flexowriter, typing on a 
3-part Moore Speediflo form. The in- 
formation comes from master tapes 
and vendors’ invoices. The Speediflo 


« 


is a pasted form and remains together 
as a unit until payment date, and is 
processed through a checkwriter. A 
punched tape, which is a by-product 
of the voucher-typing, has additional 
functions. Every morning by 10:00 
o clock, these tapes are processed 
through a tape-to-card punch and an 
IBM Electric Accounting Machine to 
prepare a voucher register. Later the 
tapes are used for the preparation of 
a monthly accounts analysis. 


The Moore man, using Moore facili- 
ties, helped with scientific design and 
manufacture of the 3-part Speediflo 
Voucher form. 


If you would like to read the details in this booklet, write on 
your Company letterhead to the Moore office nearest you. 


MOORE BUSINESS FOR MS 


NIAGARA FALLS, N.Y. 


DENTON, TEX. 


EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 


For More Information Circle No. 204 
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choose the 


CABINET CONSOLETT 


for functional beauty inside 


ce or out 


Keep machines and supplies 
handy anywhere in the office 
with the cabinet Consolett. A 
safe, compact, versatile work 
unit for duplicators, photo- 
copiers, postage meters and 
similar equipment. 


INSIDE —two full-size shelves 
provide storage for forms, rec- 
ords, supplies. 


OUTSIDE — style and design 





that blend with any office 
decor. Plus smooth, all-steel 
construction. Roomy 28” x 19” 
top. 


MATCHING STAND 


The Consolett gives planned uni- 
formity in any office. It combines 
the space-saving feature of an open 
stand with the privacy of a desk. In- 
stantly mobile at the touch of a toe. 


Write for prices and literature, 


Some 


STOLPER STEEL PRODUCTS CORP. [iam Sccest 
318 Pilgrim Road © Menomonee Falls, Wisconsin [Zod 
For More Information Circle No. 220 
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$19.95. A leather carrying case is avail- 
able at $2.50 additional. For More Infor- 
mation Circle No. 150. 


UNDERFLOOR PHONE FITTING 


National Electric Products Corp., Gate- 
way Center, Pittsburgh, Pa., offers a serv- 
ice fitting for underfloor telephone wiring 


It is equipped with a standard 1” bushed 
opening. Designed primarily to serve in- 
stallations of key telephone systems, the 
large capacity fitting eliminates marring 
of desks. Less than 3” high, the fitting is 
for installation in floor areas where height 
is restricted by desks or free-standing 
equipment. Ample wiring capacity is pro- 


vided by a 1%4” nipple from underfloor 
luct to service fitting. Additional flexibility 
is achieved by slotted base mounting which 
permits the unit to be moved sidewards 
approximately 3” on the adapter nipple. 
The No. 7906-LC is designed for use with 
both standard underfloor duct and electri- 
fied cellular steel floor systems. For More 
Information Circle No. 111. 


OVERSIZE PENCIL 


Pencil Sales Div., Dept. 00-10, Joseph 
Dixon Crucible Co., Jersey City 3, N. J., 
makes the No. 1000 Big Mo oversized di- 
ameter pencil in a new package. Long 
liked by school administrators, shippers 
and packers for its thick, soft lead, long 
lasting points, the bold mark it leaves and 


systems. This No. 7906-LC fitting, using 
standard telephone harness wiring, accom- 
modates up to six No. 44-A Western Elec- 
tric terminal blocks and a No. 7-E buzzer. 





SLIDE-AWAY DOORS ADD FINISHED 
APPEARANCE, SECURITY 


Now you can have 5-shelf or 7-shelf Verti- 
File with disappearing-type doors. Doors 
can be ordered with or without locks and the 
locks can be keyed alike or differently. 


Deluxe VERTI-FILE Saves 60% in Floor Space 
You'll combine the space saving, low equip- 
ment cost advantages of Verti-File with 
security and eye appeal when you switch 
to Deluxe Verti-File with Doors. 

Call your Deluxe dealer. He’s in phone directory 
under ‘Shelving, Steel’ or write for brochure V-415. 


DELUXE METAL FURNITURE CO. + WARREN, PA. 
A DIVISION OF ROYAL METAL MFG. CO. 


TD |-E ju} U |< 


For More Information Circle No. 324 


Tue Orrice—October, 1957 


























*patent pending 





Visual Control 
Systems | 
Put Your 


anna athe 
Pew 


Business 
Operations 


at Your Fingertips 


Guaranteed permanent magnetic 
indicators that can be quickly 
placed and stay put make the 
Maggie Magnetic control system 
completely flexible with limitless 
signalling and charting possibili- 
ties. You tailor it to your in- 
dividual records. Moreover, it 
cuts errors, clerical costs and 
raises efficiency. Low in cost, 
too... packaged kits begin at 
$49.50. 
For further information, 
write to: 


. = . s 
maggie magnetic inc. } 


39 W. 32nd St., N.Y. a N.Y 


For More Information Circle No. 320 


ODERN BEAUTY 


STYLED IN WOOD 
by WORDEN of HOLLAND 





400 SERIES 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


“He WORDEN company 


HOLLAND 
For More Information Circle No. 321 


232 


| with up to four-line imprint. 


the grip it affords, Big Mo now is housed 
in a colorfully lithographed pencil well. 
Retail price is 10c. The package adapts 


the product for counter or self-selection 
sales either with or without pre-pricing by 


merely reversing the unit. Each package 
consists of 12 green, red and blue assorted 
pencils, three packages to a unit. For sam- 
ples and further information, Circle No. 
162. 


NOTEBOOK-PENCIL 


Mass., makes com- 
notebooks with Slencil 
Notebooks in leatherette, pigskin 


Slencil Co., Orange, 
bination pocket 
Pencils. 


or saddle leather, are 24-k. gold embossed 
The wafer 
thin Slencil Pencils come in gold, silver, 
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deluxe 


about SJ ] 


A Case of 
Good 
Management! 


DELUXE BRIEF BAG | 


This ultra-elegant executive case affords all the / 

magnificence of cases selling for as much as | 

$50.00, for nowhere near that cost! Patented | LOOKS like leather... 
molded Nylon Lifetime Edge adds years to | 

the life of the case. Yale extension lock can’t 

snap open accidentally. Heavy lock-stitched | FEELS like leather... 

edges add to the smartness and wearing 

qualities. Lifetime Handle—cushioned for 7 OUTWEARS eather 5101... 
carrying comfort. Three roomy pockets 


keep contents separated and easy to get at. | UNCONDITIONALLY 
In London Tan, British Brown or Black. } GUARANTEED 5 YEARS 


Se A A a a Se 
STEBCO, Dept. E-5 
See the complete selection of TuFripE Sales 1401 W. Jackson Bivd., Chicago 7, Ill. 
and Executive Cases at stationers and / Please send FREE TUFIDE Catalog. (if you 
department stores. Special cases designed | have special case requirements, attach a note 
to order. Mail coupon for details. specifying your.needs and quantity.) 


Your Name 


Stelkeo (Since 1918) i Company Name 


Address. 
Chicago 7, lilinois 
H City & Zone 


For More Information Circle No. 203 
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red, black, green or blue; have erasers and 
spare leads. Notebooks are 3” x 5” or 
2%" x 3%” and take standard fillers. Il- 
lustrated literature gives quantity prices for 
premium users. For the literature, Circle 
No. 127. 


INTER-OFFICE MEMO 


Forms Development Corp., Leonard & 
Lafayette Sts., New York 13, N. Y., makes 
a three-part memo letter, each part with 
its own spot carbonization. Three differ- 
ent colored, perforated 7144” x 9” sheets 

comprise the unit, bound at top. Instruc- 
PHONE tions are clearly printed on each sheet. One 


HAVE BOTH HANDS FREE 


Let your employees do twice the telephone work 
in half the time. Over two million ——— 
owners know Tele-Rest is best bec 

TELE-REST IS DESIGNED FOR ADJUSTABILITY 

. whether the user is tall or short, a right 
or left ear listener, Tele-Rest adjusts to fit. 

TELE-REST 1S DESIGNED FOR COMFORT. . 
clean, durable natural rubber inserts cushion 
the cradle . . no slip, no slide, no smudged 
shirts. 

TELE-REST IS DESIGNED FOR ECONOMY. . 
it slips neatly into any office budget, and gives 
years of dependable service. 

TELE. REST IS DESIGNED TO FIT ALL HANDSET 
TELEPHONE RECEIVERS .. . old style, or 
new flat models, Tele-Rest fits them all; and, 
when installed according to simple directions, 
it holds the receiver firmly without further 
attention. 

TELE-REST IS DESIGNED FOR FASHION 
if color enters your office through a glamorous 
new telephone, add the decorator's touch with 
a matching Tele-Rest . . . the same modest 
= for green, blue, red, ivory, gray, beige 


ack. 3 ; 
TELE-REST IS DESIGNED FOR EFFICIENCY . . typing sets up the forms for the headings 
Telephone the modern way with both hands and references. Room for a message and 
free for references, taking notes, typing tele- Sas eal , 1 
phoned orders, scheduling appointments, etc reply is indicated on each sheet. Copy 
TELE-REST IS DESIGNED FOR NOW . . why has spot carbonizations only under the 
not increase the efficiency, decrease the ten- ; "ae o* aleane ty 
sion, and double the accuracy in your office? message side and this copy is retained by 
the originator. Copies 2 and 3 go to the 
INSTALL A TELE-REST recipient who fills out both, retains copy 2 
ON EVERY TELEPHONE and returns 3 to originator. All parties 
Mr. Consumer: See your nearest stationery have copies of each other's messages. For 
store. samples and prices, Circle No. 151. 
Mr. Stationer: Please contact your jobber. 
Mr. Jobber: Your inquiry will be given im- CLOSED-CIRCUIT TV RECEIVERS 


eee Tela Electronics Div., Meilink Steel Safe 
H. H. RENNEKER Co., 1672 Oakwood Ave., Toledo 6, Ohio, 

Inventor, Manufacturer, manufactures a forward-screen closed- 

and Distributor circuit television receiver that projects a 

P. O, Box_9235 picture up to 12 by 15 ft. on a movie-type 

oan See Fi screen, and a self-contained rear-screen re- 

















For More Information Circle No. 425 
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atlde half-a 


—gives you more 
filing inches in the 


same Floor space / 


ROL-DEX has an efficient 
new model in its family of 
cost saving STANDARD active 
record handling units. 


By using two and one-half decks 

or levels of rolling card trays, additional 

filing space is obtained without adding to the floor space used and 
without putting more load on the seated clerk. 


also provides for different size records 

Now ROL-DEX Standard can be used for economical handling of tab 
cards on end, 8” x 5” cards, and MIB (2'%4”" x 3%") cards; as well as 
the regular tab card horizontal, 6” x 4” card or 5” x 3” card handling. 


Send for more information about these versatile, cost- 
saving STANDARD Rol - Dex units. 


WATSON MANUFACTURING COMPANY, Inc. 
Rol-Dex Division, Dept., OS-2 
Jamestown, New York 


_ Please send information about ROL-DEX standard units to: 


RS atthe on ented annnn 





et te ar cae ae ea 


For ise indiana Circle No. 244 
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POSTO- E 


———n 


“speeds up 


routine in the office 











A proven tested... 
ELECTRIC LETTER OPENER 


PRICED WITHIN REACH $ .50* 
OF EVEN SMALL OFFICES a0 
Plus Fed. Excise Tax 


e Saves Time e Saves Money e Eliminates Strain 


© COMPACT—Occupies only 6" x 8" 
of desk top space. 
PAYS FOR ITSELF — Even in small 
offices by saving letter opening time 
and speeding your mail distribution. 
NO SORTING—opens any size or 
thickness of envelope without sorting 
or adjusting. 
SIMPLE TO OPERATE — anyone can 
use it with little or no instruction. 
NO WASTE STRIPS — opens envel- 
opes without cutting off waste strip. 
GUARANTEED FOR ONE YEAR—Pre- 
cision built for years of heavy duty, 
trouble free service. 

DEALERSHIPS AVAILABLE — Full dealer dis- 


count for big profit sales. Write for literature 
and dealer prices. 


GENERAL STATIONERS SUPPLY CO, 


1020 S. WABASH AVE., CHICAGO 5, ILL. 








For More Information Circle No. 322 
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ceiver that projects the picture on a 30” 
by 40” screen. This equipment is specifi- 
cally for classroom teaching, sales meet- 
ings, conventions, etc. The 30” by 40” 
screen, for example, is more than twice 


the size of any tube-type receiver on the 
market, and can accommodate groups of 


up to 200 persons. This is about eight 
times the number who could watch a 
standard-type receiver without difficulty. 
By addition of a long-throw lens and 
cables, the unit can project up to 12 by 
15 ft. on a movie screen. For More In- 
formation Circle No. 112. 


WHITEPRINT COPIER 


Peck & Harvey Sales Corp., 5650 N. 
Western Ave., Chicago 45, Ill., announces 
the P&H Arrow, a high volume 26”-width 
capacity, fully automatic dry process 
whiteprinter which will print practically 
all letters, forms and charts up to 24” x 
36”. It operates at speeds up to 75 ft. per 
minute (100 watts per inch of light) with 
full development at all speeds. P&H Uni- 
directional Separater provides more posi- 
tive and flexible automatic separation. 
Front and rear delivery is standard. Posi- 
tive-grip dual roller trigger-stop prevents 
injury to operator or damage to machine. 
Automatic dual-action time delay prevents 
retention of residual vapors and provides 
complete even cooling of lamp and cylin- 
der at shut down. Other features include: 
perforated Teflon screen for safe passage 
of all types of originals; electronic speed 
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JOHN CAMERON SWAYZE . . . “My Cole Portable 
has travelled around the world with me. In any 
language, Cole’s the best.” 


Read what 
these 
top-flight 


reporters 
BOS cui 


KENNETH BANGHART .. . ‘‘Split seconds are im- 
portant. For speed and accuracy | depend on my 
Cole Portable.” 


QUENTIN REYNOLDS ... “‘I've tried them ali, 
American and foreign. it’s a Cole Portable for me 
— it’s lighter, faster, cleaner.’’ 


Choose the COLE PORTABLE as these experts have . 

on a train, on a plane or in your home the Cole is truly 
portable . . . rugged too! It’s lightweight, streamlined 
the only portable in the world with the “whisper-touch”! 
Makes typing as easy as talking. No wonder everybody 
from Alaska to Zanzibar is raving about the 1958 Cole 
portable. Take it anywhere and get accurate office per 


formance. Dollar for dollar, the $QO4 50 
plus tax 


greatest value in typewriter history 


with matching carrying case 


COLE 


PORTABLE 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Stee! Equipmen 


For More Information Circle No. 202 
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Cromweit Printery, Inc. 
ROTARY DEPT 
ALBANY 1_N Y 





For More Information Circle No. 365 
INVENTORY CONTROL 
Signalled facts 
STAY FACTS 
with SIG-NA-LOK® 


No undesired slipping of signals. 





Prevent 
Losses... 


Reduce 
Costs... 


Create 
Profits... 


PATENTED 


== 


with SIG-NA-LOK° 


SIMPLIFIED INVENTORY CONTROL 


Sig-Na-Lok visible control puts your inventory at 
your fingertips. Every fact needed for effective 
control is signalled and the signals are locked 
until the facts change. In one complete record, 
you'll always know exactly what’s on hand and 
when to reorder. Take the guesswork out of 
inventory — switch to Sig-Na-Lok and you'll 

e Increase turnover 


* Decrease costs — 
increase profits 


Creator of Effective Tools for Effective Management 


@ Prevent over stocks 
@ Eliminate out of stocks 


Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


Please send Free Booklet on 
Sig-Na-Lok Simplified Inventory Control, 


Name 
Company 


Address 


Oo 


For More Information Circle No. 366 





| control with full stop and reverse action; 
| automatic heat control; oversize %-h.p. 


blower system; rugged aluminum casting 
construction; smooth, quiet bearing opera- 
tion; easy access to all working parts and 
durable gray hammertone finish. Machine 
is 60” high, 50” wide, 42” deep, plus rear 


| delivery. Operates on 230 volt 60 cycle 
| single-phase A.C. Starts at 22 amps, op- 
| erates at 24 amps. Net weight is 900 Ibs. 


Optional accessories include roll stock 
storage and feed cabinet, automatic re- 
wind and Hi-Lo light intensity switch. For 
More Information Circle No. 175. 


CHILDREN’S CLOTHES RACK 


Vogel-Peterson Co., 1127 West 37th St., 
Chicago 9, Ill., makes the Checkerette Jr. 
coat rack for children. This allows tots to 
hang up their wraps without adult assist- 
ance. Racks provide large capacity in 
small space and keep coats and hats neat 
and orderly. Can be set up anywhere in a 
few minutes without nuts, bolts or tools. 


| Stands rigidly without sag, sway or creaks. 


Can be stored in small space when not in 
use. Checkerette Jr. is smartly designed 
and finished. It is built for lifetime service 


| and can be furnished with either 24 captive 


or removable hangers or with 16 two-sided 


| saddle hooks for 32 coats. Checkerette Jr. 


comes in 4344” length and also comes in 
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his 
executive 
letters 

are 
important. . 


and the carbon copies are 











THEY’RE TURNED OUT WITH BEAUTYRITE® 


Realizing the importance of carbon copies that are dark, 
sharp and smudgeproof under normal handling and filing 
operations, this executive’s carbon copies are typed with 
BEAUTYRITE Carbon Paper. Letters like “a” and “e” don’t 
blur on copies — they have a crispness ordinarily found only 
in typewritten originals. Why not go BEAUTYRITE and read 
the difference? 
For samples, write to Remington Rand, Room 2027, 315 
Fourth Avenue, New York 10. 
Remington. Fkand. 
DIVISION OF SPERRY RAND CORPORATION 
For More Information Circle No. 270 
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When it comes to Supplies, 
come to Remington Rand 
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THE FRENCH DEPUTIES ROARED 

As the Bill to allow women to 
vote was up for a roll call and 
rela) Mus uslel Tamme) i telel te, Everyone 
knows there is only a tiny) differ 
ence between man and womon' 


NOW! You Will Also Cry: 


“VIVA LA DIFFERANCE!” 


When You Compare The Old 
Style ¥s" Index Tabbing With a 


AICO'S NEW | double width units with two hanger bars 
| for double capacity. For More Informa- 
tion Circle No. 148. 


WASHROOM MAINTENANCE 


Steiner Co., 740 Rush St., Chicago, is 
| offering a pocket-sized, plastic slide rule, 
valued at 75 cents, free upon request to 


1/3” Typerite INDEX TABBING! | "tsete the importance of arviving atthe 


The Difference Is Only 1/24” 
The Thickness Of A Thin Dime! 


BUT YOU SAVE 56% TYPING TIME! 


The Tabs and Insert Strips are type- 
writer spaced. Typists use the line 
space lever. No soft roller required! 


* FREE SAMPLE 
r reel 4 If you are still buy- 


ing the old-fashioned 
: 3g” Size, Write Dept. 
COMPARATIVE SIZES 70, today for Free 
Shown Above Note Sample & Insert 
how the differonce is Strips of the New 
herdly noticeeble 144” Size Tabbing. 











INDEXES right figures in washroom maintenance. 
In addition to the free slide rule, you get 
43-16 23rd St., Long island City 1, N.Y. | | a pin-up photo of Pat Lee, to serve as an 


426 S. Clinton St., Chicago 7, Illinois economy reminder. For the slide rule, 
Circle No. 121. 











For More Information Circle No. 318 
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SIMPLIFY YOUR SHIPPING 


PAPERWORK = = ws Time and labor can be saved by 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 
ee paperwork. No expensive equipment. Clip the coupon for 
ull details. 


MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 


Weber |! cow 


Ee 
Weber Marking Systems 
Dept. 8-J ee 
Division of 
Weber Addressing Machine Co. 


Mount Prospect, Illinois 
For More Information Circle No. 269 
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TIME STAMP 


Records to the 
minute when it 
arrived . . . how 
long it took... 


when it left. 


4-jewel movement — Not expensive. Un- 
conditional full year guarantee. Space for 
company, dept., etc. name on rubber die. 


DORSON corp. 


605 W. Washington — Chicago 6, Ill. 
ee 


For More Information Circle No. 415 





VISUAL 


MAGNETIC 
_ CONTROL 


PERSONNEL Cot ONTRE 


Ge eee ws ee ms 


MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 
- ——— Simplest Control for PRICES & 


i Sal Productio 
| Priced From | Sales.» Production — BROCHURE 


Metaionanes e Scheduling 


| $3 8 Machine Loading 
Visual oe 

| INCLUDING COLORFUL MAGNE 

| MAGNETIC | saa Ay _. ACTION 


ELEMENTS INSTANTLY” 


Paine GET THE JOB DONE REQUEST 


442 Mosel Avenue, Staten Island 4, N. Y 


Methods Research Corp. 





For More Informatiun Circle No. 416 
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the Manufachuwu 


Typing “Movie 

Smith-Corona, [c., Syracuse 1, N. Y., 
to demonstrate that typing the right way 
takes only half a; much effort, have pro: 
duced a 16 mm., 30-minute, sound-color 
film, “Better Typing at Your Fingeriips.” 
It is available for ‘howings to schocl and 
business typing groups, free except for 
slight transportation charges from the dis- 
tributor, Modern Taking Picture Service, 
3 East 54th St., New York 22, N. Y. The 
film stresses right ve 'sus wrong funda- 
mentals in sequences which combine 
humor with effective \‘emonstration. It 
features demonstrations of the proper 
typing fundamentals by tv‘o students and 
Norman H. Saksvig, a 1 %rmer world’s 
champion speed _ typist ow Smith- 
Corona’s educational directo-. Both stu- 
dents and experienced typists can benefit 
by seeing the film, according to Smith- 
Corona. An earlier presentatio.: bearing 
the same title was shown to cver two 
million people. For More Information 
Circle No. 158. : 


Guide to Computers 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York !0, 
N. Y., offers a 36-page guide to the elec- 
tronic data processing system, written in 
non-technical, layman’s language. Called 
“How the Computing System Works for 
You,” the illustrated booklet is the first in 
an educational series designed to clarify 
electronic computers to high school and 
college students, as well as laymen in busi- 
ness. The booklet describes the units of 
the system, how each works, and typical 
applications. The techniques by which man 
uses the computer along with much of the 
data processing jargon are explained. Pro- 
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si Rae 


; 
: 


When does it pay to make 
your own Offset Negatives? 


TYLA yt 


FREE calculator gives the answer 


If you want to improve the efficiency 
of your offset printing operation, 
look into the cost of negatives. You 
may be wasting time and money by 
not making your own negatives on 
a Kenro “Vertical 18” camera. Free 
negative cost calculator shows how 
much you can save. Investigate how 
easily you can make top quality line 
and halftone negatives on a Kenro. 
Send coupon today. 


KENRO GRAPHICS, INC. 


- 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
I 
| 
l 


Kenro Graphics, Inc. Dept. F-10 
25 Commerce Street, Chatham, N. J. 


Please send me 
(] FREE offset negative cost calculator 


CO FREE Kenro camera literature 


(] I would appreciate a Kenro demon- 
stration. 


RN a escisee easescasncdibcdindendd 
Address 


* ~ —_ 


VISIT US .. . BOOTH 235H, NATIONAL BUSINESS SHOW 


For More Information Circle No. 268 


THe Orrice—October, 1957 





gramming, survey, process charts, flow 
charts and instruction codes are also ex- 
plained. The circuitry of the computer is 
made meaningful with illustrated descrip- 
tion of how an elementary computer can 
be made for less than a dollar, using only 
mechanical switches, a flashlight battery, 
bulb and wire. The final sections explain 
the meaning of the binary number system 
and the advancements being made in com- 
puter operation by the use of automatic 
coding. One system described makes it 
possible to instruct the computer with 


Work 


Starts 
sooner! 


ia 


Ye 


— 


PITNEY-BOWES 


MAILOPENER 


PITNEY- BOWES, INC. 


3466 Walnut Street, Stamford, Conn. 


...ortginator of the postage meter... 
offices in 103 cities in U.S. and Canada 


English sentences, virtually eliminating the 
tedious preparation of coded instruction 
lists. For the guide, Circle No. 159. 


Engraving Process 

Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., offers a four-page technical 
bulletin on Davengraving, exclusive em- 
bossing process for use on Davidson Dual- 
Liths which reproduces lines of type or 
designs that are inked and raised above the 
surface of a sheet. It is performed in one 


e When you have a Pitney-Bowes 
MailOpener, everyone in the office 
gets going on the day’s work many 
minutes earlier. The time saved each 
day means lots of dollars each year. 


e A girl slitting envelopes open 
with a knife can’t begin to equal the 
speed of a MailOpener. It swiftly, 
safely snips a hairline edge off the 
envelopes—of any size, thickness or 
stock—as fast as they can be fed. 
Three models, hand or electric. 


¢ Free Trial: The nearest Pitney- 
Bowes office will demonstrate a 
MailOpener in your own office on 
your own incoming mail. No obliga- 
tion. Make that phone call today. 
Or write for free illustrated booklet. 


FREE: Send for handy desk or wall chart of Postal 
Rates, with parcel post map and zone finder. 


For More Information Circle No. 352 
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operation on the Davidson 
using the two-cylinder principle and two 
plates on the plate-impression cylinder. 
One prints the inked image while the other 
embosses. The bulletin, illustrated with 
step-by-step photographs, explains the 
method of preparing the Dual-Lith for 
Davengraving on fine letterheads, secur- 
ities, insurance policies, announcements, 
invitations, greeting cards and similar ma- 
terial. It is possible also to do blind em- 
bossing (without inking) for reproducing 
raised corporate seals, designs and other 
effects. For the bulletin, Circle No. 154. 


Projection Transparencies 


Ozalid, Dept. I-10, Johnson City, N. Y., 
offers a bulletin which describes a quick, 
easy method for making transparencies for 
overhead projectors from all types of orig- 
inal materials—transparent, opaque, two- 
sided or bound. The bulletin describes how 
the Ozalid Projecto-Printer Kit utilizes two 
reproduction processes. The dry developing 
diazo or direct copy method produces 


FOR DEPENDABLE 
REPRODUCTION USE 


ONE-TIME 
CARBON 
PAPERS 


® Rolls and Flat Sheets for carbon forms 

© Processed Carbon for continuous forms 

® Spot Carbon (zone or blockout) in rolls 
© Non-Freeze Carbon for freezer forms 

@ Carbonized Safety Paper for checks 

© Carbonized Paper for scale tickets and tags 


. . . aSk your forms printer or write us 
for more information. 


jue MANUFACTURING CO. 
BOX 854 © DES MOINES, IOWA 
ememeore ss 5am 


Dual-Lith, ' 





For More Information Circle No. 372 


THE Orrice—October, 1957 


ADDING 
TOTALIA LISTING 

MACHINE 
capacities up to 12 listing - 13 totaling 
A.A. A, Adding Machine Company, Inc. 


26-09 Jackson Avenue - Long Island City, N.Y 


GROBARK & Compeny 
159 N. Dearborn Sireet - Chicago 1, tt 


FULL 
KEYBOARD 
CALCULATOR 


eonaty 
NUMERIA 


ALA Adding Machine Company, inc 
326-09 lackson Avenue - Long Island City, N.Y 


capacities 
up to 10x11x21 


HAND MODELS 
ALSO AVAILABLE 


LAGOMARSINO- FAI 


Viale Umbria 36 Milano (Italy) 


For More Information Circle No. 373 
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transparencies directly from any trans- 
lucent or transparent master. It permits a 
wide variety of colors, overlays and special 
effects. The second process, a reflex photo- 
copy method, makes a transparency from 
any original—opaque, book-bound, etc. It 
produces an image first on a negative and 
transfers it to a positive or a transparency. 
The Projecto-Printer Kit enables offices to 
build on-the-spot libraries of transparencies 
or send catalogs of reproducible masters to 
field organizations. Kit includes exposure 
unit, photocopy processor, motor and 
coupling, diazo developer, paper safe and 
dispenser, accessories and accessory carry- 
ing case. For the bulletin, Circle No. 155. 


Lettering Styles 


Filmotype Corp., 7500 McCormick 
Blvd., Skokie, Ill., offers a 36-page Letter- 
ing Styles Selection Guide featuring 100 
new styles, in addition to Filmotype’s 
regular lettering fonts. Each style of the 
364 styles is illustrated and arranged by 
weight and condensity for ready compari- 
son to facilitate selection. In addition, the 


100 new styles are shown in various sizes 
and with screened effects. Included are a 
complete range of scripts, novelty faces, 
dramatic, modern alphabets and other dis- 


tinctive lettering designs. For Filmotype 
Machine users, the Selection Guide is the 
most up-to-date directory of Filmotype 
lettering alphabets now available. In addi- 








4 ounces 


HIGHEST QUALITY PURE 
RUBBER BANDS—CONFORM 
TO FEDERAL SPECIFICA- 
TIONS. In 1-0z., Y% Ib. and 
1 tb. boxes and bulk. % Ib. 
hox has handy dispenser flap. 


PLYMOUTH RUBBER COMPANY, INC. 


since 1896 


CANTON, MASSACHUSETTS 


For More Information Circle No. 369 
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COPIES 
that look 
alike 


COLITHO 
OFFSET 


DUPLICATING 
PLATES 


AND 
SUPPLIES 


Even their mother couldn't tell 'em apart 
It's equally hard to tell the last copy 
from the first when all-new Colitho Direct 
Image Paper Plates and 


duplicating supplies do the job! 


The secret of this greater uniformity 

is that from plate to plate, box to box 
and shipment to shipment, Colitho 
Direct Image Paper Plates are 

ph Control-coated to closer tolerances 
than ever before. And Colitho Etch 

and Fountain Solution are specially 
formulated to bring out the exact same 


sparkling appearance from every plate 


Systems men and duplicator operators 
the country over are discovering this 
great new uniformity Colitho gives 

all their offset duplicating. For the name 
of your nearest Colitho supplier, 

write: Columbia Ribbon & Carbon Mfg. 
Co., Inc. Glen Cove, New York. 


DIRECT IMAGE 


PAPER PLATES 


For More Information Circle No. 243 
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PAPER CUTTER 


FOR tue OFFICE IS BUILT | 
— TO SELL $0 LOW! 


The Michael 
Paper Cutter 
3 Sizes 
8", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 

for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 

Order from your dealer or 


Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. Y. 
Pon _— ‘ 


For More information Circie No. 40 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 





For fast, accurate 
typing of bottom 
line index on all 
visible cards 
10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 
Information Circle No. 402 


tion, it can be used for lettering selection 
by anyone who specifies Filmotype styles 
from artists or typesetters. The Selection 
Guide has an 8%” x 11” format for easy 
filing. For your free copy, Circle No. 142. 


Data Processing Equipment 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 


| N. Y., shows advances in common lan- 
| guage data processing in a six-page bro- 
| chure. In one system, for example, original 
| data which may be typed manually on the 


Synchro-Tape electronic punched tape type- 
writer, can produce a punched tape as a 
by-product. This tape may be placed on a 
telegraphic transmitter, the data trans- 
mitted over wire, and a corresponding 
punched tape produced automatically by 
telegraphic receiving equipment at one or 
more points in the system. Tapes, in turn, 
may be translated to printed form on a 
punched tape typewriter, may be converted 


| to punched cards on a Tape-to-Card Con- 


verter, oz introduced into an electronic 
computing system. Common language tape 


| procedures developed by Remington Rand 


Univac improve communication between 
plants and offices, reduce overall time of 
handling transactions, speed information 
for centralized reporting, mechanize addi- 
tional steps in paperwork flow, insure ac- 
curacy of common data on different rec- 





“Could they be microfilm files?” 
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News from 


Instant Headlines at Your Fingertips 


with the NEW Headliner...Model 400! 


Now — speed the production of proofs, ready for any method of 
Catalogs, Promotional Pieces, printing or duplicating. 

Bulletins, House Organs, etc., 
with instant display type by Head- 
liner...right in your own office! 





Choose from an ever-expanding 
assortment of type styles in 


sizes to 72 ints. 
Just spell out your Headline by > nasties Metalidiel igea 


quick character selection—and the 
All-New Headliner automatically 


delivers clean, crisp reproduction Mail this coupon TODAY! 


cc-ccC 


Text by Vari-Typer VARI-TYPER CORPORATION 0-107 
Headlines by Headliner 720 Frelinghuysen Ave., Newark 12, N.J. 


; VARI-TYPER Please send more Headliner information: | 
CORPORATION | 


720 Frelinghuysen Avenue, Newark 12, N.J. | Address 
Subsidiary of Addressograph-Multigraph ee Se 


For more information on the 
Money-Saving Headliner 





For More Information Circle No. 201 
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ords and eliminate many manual transcrip- 
tion errors. Applications described include 
decentralized billing, sales order transmis- 
sion, branch order writing, personnel rec- 
ords, record retention and local payroll 
data reporting. Photographs and descrip- 
tions of the complete line of Remington 
Rand Univac common language equipment 
complete the brochure. For a copy, Circle 
No. 160. 


How to File 


Smead Mfg. Co., Hastings, Minn., has 
published a 16-page manual, “File and 
Find It,” to teach the fundamentals of 
filing in typical office procedure. It illus- 
trates and describes the component parts of 
a filing system, gives the three basic steps 
involved in filing and the three steps in 
finding. It outlines the procedure of filing 
correspondence with similar names, abbrev- 
iated names, names beginning with a num- 
ber, government agencies, etc. In all, it 
describes and illustrates 18 different cate- 
gories of filing correspondence. It also 
explains differences in alphabetical, geo- 





graphic, numeric, subject, and, open shelf 
filing. The booklet will be distributed by 
Smead dealers and it is particularly helpful 


ShwiN 


FILE AND FIND IT 











| DEALER IMPRINT 


to girls starting in office work. It is also of 
value to supervisors of filing departments. 
For a copy of this manual, Circle No. 156. 


po’ PORTABLE MAILBAG HOLDER 


Speeds Handling - Lowers Cost 


EASY TO MOVE — Large, full swivel, hard rubber casters 
permit easy handling, even when loaded with 500 Ibs.! 
EASY TO UNLOAD — Swivel hooks hold bags open, 
but release with fingertip pressure, lowering bag to 
floor. NO LIFTING! 

EASY TO STORE — Light weight permits off-floor storage. 
Folds compactly. 

Choice of 2 or 4-bag holder. Write for details: 


W. A. CHARNSTROM COMPANY 


422 So. 7th St. Minneapolis 15, Minn. 


For More Information Circle No. 367 








PRINTERS ... AGENTS... 


1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME .S%asSasy” CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 
lucrative discounts ... their own imprint on forms 
. .» protection on repeats. 1,015 dealers are mak- 
ing (Snap)-Easy money—So can you! Write today! 


PROFIT 
IN FORMS 


New Carbonless 
Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y.— Branch Plant: Denison, Texas 











For More Information Circle No. 368 
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Modular Furniture 


Robert John Co., 202 S. Hutchinson St., 
Philadelphia 7, Pa., offers a 24-page book- 
let which shows how innumerable layouts 
can be made with their basic modular fur- 
niture units. The catalog is illustrated with 
photographs and drawings of this light- 
scaled contemporary office furniture in- 
cluding executive and secretarial desks, 
credenzas, conference and occasional ta- 
bles, storage units, wall and book cases, 
and files. Many wood finishes and For- 
mica colors are available for the modular 
components. Five different types of legs 
and bases are listed and a selection of 
drawer pulls as well. A cone-shaped con- 
ference table eliminates neck craning. Sug- 
gested arrangements for long narrow of- 
fices shows how additional storage space is 
obtainable using wall cases. For a copy of 
this booklet, Circle No. 168. 


READERS ORDERING A CHANGE 
OF ADDRESS should provide both their 
old and their new address, and give one 
month’s notice. 





tailor made 
clip boards 


FOR OVERSIZE FORMS 


@ 1 to 1000 in any size. 
e Aluminum — Steel — Hardboard. 


@ One or more clips where you 
want them. 


FREE. Send a sample form. We will 
design a board to meet your re- 
quirements, and quote prices. MP 
Inc., 4000 Long Beach Ave., Los 
Angeles 58, Calif. Leading manu- 
facturer of aluminum clipboards. 


SEE OUR STANDARD 
MP ALUMINUM CLIPBOARDS 
AT LEADING STATIONERS 


poe 


a es 


For More Information Circle No. 








RENA SUPER 
ELECTRIC 


RENA 
HAND ADDRESSING MACHINE 


RENA 
ADRESSETTE 


Asis 


SPIRIT ADDRESSING MACHINES 


A profitable sales program is 
offered to good distributors. 


RENA 
BUROMASCHINEN-FABRIK 
DEISENHOFEN BEI MUNCHEN 
WEST GERMANY 
General Agent for the U. 8.: DU PRINTS, Inc. 


1502 South Main St., Los Angeles 15, Calif. 
For More Infermation Circle No. 404 





Supervisor Training Film 


Typical problems in employee relations 
are illustrated in “Supervisory Problems 
in the Office,” the second of a series of 
sound and color filmstrips for training su- 
pervisory management, produced for Na- 
tional Office Management Assn. The se- 
ries consists of six color filmstrips, each 
about eight minutes long; three 33 1/3 rpm 
records synchronized to the film; and a 
conference leader’s manual. Further in- 
formation may be obtained from National 
Office Management Assn., 1931 Old York 
Road, Willow Grove, Pa. 


Indianapolis Business Show 


The Indiana Chapter of National Assn. 
of Accountants will hold a business show 
in the Murat Temple, Indianapolis, Oct. 
15-17. With 41 exhibitors, this promises to 
be the largest display of its kind to be held 
in this area. W. Foster McKenney of 
Stokely-Van Camp, Inc., is general chair- 
man. 


Records Lecture Program 


The first in a series of coordinated lec- 
tures sponsored by the Records Manage- 
ment Assn. of N. Y. was held Sept. 9. The 
first program, Selection and Training of 
Records Management Personnel, was 
presented by Willard Lewis of New York 
University. Professional Techniques of 
Records Management is the theme of this 
eight-lecture series by speakers who teach 
business administration at New York Uni- 
versity. The next meeting will be held 
Oct. 14 at 6:45 p. m. in the Equitable Life 
Assurance Society Building, 393 Seventh 


Ave., New York. The subject will be 
Records Research—What Data Does the 
Executive Need? by Prof. Dale E. Zand. 
For further information contact Ann Mc- 
Donald. Records Management Assn. of 
N. Y., 299 Madison Ave., New York 17. 


1227 Professional Secretaries 


Certified Professional Secretaries in the 
U. S. now total 1227; 244 secretaries 
passed the recent seventh annual examina- 
tion of the Institute for Certifying Secre- 
taries, a department of National Secre- 
taries Assn. May 2-3, 1958, are the dates 
for the next examination to be held in se- 
lected colleges and universities. Deadline 
for applying to take the test is Dec. 1. 
Applications from NSA, 222 West 11th 
St., Kansas City 5, Mo: 


Abandons Eraser Key 


George Alton, national administrator of 
sales for Clary Corp., says modern science 
has solved practically everything except the 
costliest mistake in American business: 
the time lost in erasing mistakes on the 
typewriter. Mr. Alton’s almost perfect 
typewriter eraser key, which he has aban- 
doned, contained a chemical that erased 
mistakes perfectly but, by the time the 
letter reached the addressee, acid left on 
the paper had eaten a million small holes 
in the correspondence. 


Italian Office Seminars 


Eugene J. Benge, American manage- 
ment consultant, has been engaged by the 
Instituto per l’Addestramento nell’Indus- 
tria, Italian management institute in Milan, 
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FAST FILING PLUS PROTECTION wt 


ONLY SPACEFINDERS give you the speed, convenience, - ¢ 
and economy of shelf filing in a complete, enclosed unit with 
the dust, dirt and fire protection of drawer files, 





See how girl can instantly read thou- 
sands \of side tabs —clearly visible, 















readily‘accessible. At left, note hand- 
some.modern design, neat appearance | 
with doors closed. 3 


Find out how Spacefinders pay for 
themselves once a year—by saving 
you time, space and money every day! 


ow Be — 


rrRrRopDWwveTrse co. 


SEMLEEETEETEEEEEEEEEEEEEEE 


TAB PRODUCTS CO. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 





POSITION 
COMPANY 


ADDRESS 


STATE 


eee re 


Visit us at the National Business Show Exhibit, 
Booth No. 223-BC 


HERE IS WHAT YOU'VE BEEN WAITING FOR.... 


NE OF THE WORLD’S GREATEST 
TIME-SAVING INSTRUMENTS .. . 


The Amazing Vanguard Magnetic 
Sound Leller Wriler 


... TO SAVE TIME 
is TO 
SAVE MONEY 











Exclusive distrib- 
utorships open in 
some areas. Write 
on your firm's 
letterhead giving 
information and 


territory covered. 











Ras only DICTATING MACHINE using a letter size sheet . 
(Can be erased and used indefinitely. Folded-mailed-filed) 


The only DICTATING MACHINE that can simultaneously pro- 
duce a duplicate copy. (Mail the original “SOUND LETTER” — 
A retain duplicate file copy). 
£ 
The only DICTATING MACHINE standardly equipped with four 
different circuits for dictation-conference-telephone record- 
ERA ing, and playback through 3 selective speakers. 
IN The only DICTATING MACHINE with automatic push button 
switching controls on microphone, automatic quick review 
DICTATION and unlimited backspacing, synchronized signal lights com- 
bined with automatic interlocking system to prevent acci- 
dental erasure, and automatic push button erasing. 


Sold and serviced in 40 countries of the world by Rem. Rand Ltd., in GB, Belgium, Italy, Cuba, Hawaii. By Royal 
Typewriter Co., Ltd. in Canada. By franchised distributors in other European countries, SA and USA. 


VANGUARD BUSINESS MACHINES D/VIS10N 
7] OLKON RESEARCH CORPORATION 





150 SYLVAN AVENUE -- ENGLEWOOD CLIFFS -N-S 
For More Information Circle No. 267 
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to conduct seminars on management con- 
trols and office work simplification in Italy 
next year. Mr. Benge also will write a 
book on office management for translation 
into Italian, according to Dr. Riccardo 
Riccardi, IAI director. 


Aid for Transferred Executives 


Executive Housing, Inc., 1073 Boston 
Post Road, Darien, Conn., specializes in 
finding homes for transferred executives. 
Offices will be established in other com- 
munities throughout the country sq that 
wherever a man is being moved, the firm 
will be able to serve him. The service is 
available to individuals and to company 
managements for transferred executive 
employees. 


Sweets for the Salesmen 


A. C. Buehler, chief executive and board 


chairman of Victor Adding Machine Co., 
has installed a brass candy server filled 
with sweets in the company’s reception 
room to the delight of supplier salesmen. 
“It is making a big hit with the salesmen, 
and most of them do not attempt to hide 
their surprise and appreciation,” said Lor- 
raine Giovannetti, Victor receptionist in 
charge of replenishing the server from an 
inexhaustible supply. “It’s just another 
manifestation of Victor’s basic human re- 


Helen P. Carden (right), Knoxville, Tenn., 
secretary who won the Carter’s Ink Co. 
“Name the Kitten” contest, received two 
tickets for a West Indies cruise from Henry 
McNease, Carter’s district representative. 
Hazel Morton (center) used the extra ticket. 


lations policy—to treat people like people,” 
explained Fred Hulburd, director of adver- 
tising and sales promotion. 


Southeastern Equipment Show 


A Southeastern Business Machine & 
Office Equipment Show, sponsored by the 
Charlotte Chapters of National Office 
Management Assn. and National Assn. of 
Accountants, will be held at Radio Center, 
Charlotte, N. C., March 11-13, 1958. De- 
tails from Burton T. Peake, Inc., Box 725, 
Asheville, N. C. 





Why Florida State University 
Gives Office Machine Instruction 


WILLIAM A. RICHARDS, Professor of Office Machines, 


O HELP MEET the demand for 

technical personnel, Florida State 
University is training technicians in 
mathematics, chemistry, physics, mete- 
orology and business. The School of 
Business graduated 160 business majors 
last June 1. Practically all seniors were 
employed before graduation. The school 
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Florida State University, Tallahassee 


offers one of the best office machines 
courses in the south. Many of the men 
go into the selling aspect of office ma- 
chines and most of the women go into 
secretarial work, machine accounting or 
teaching. 

We offer a wide variety of training 
in office machines including ten-key and 





VISIBLE 


Model 41— Numbering 
3 Movement Machine 


WRITE FOR 
DETAILS 





694321 


Facsimile Impression 





AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, iif 


For More Information Circle No. 338 











WORLD'S SMALLEST PRECISION 


ADDING MACHINE 
ONLY 
No bigger than a pocket comb, 3 98 


yet adds up to one million 


ARITHMA ADDIATOR is pocket-size, feather 
weight, fast, noiseless precision-engineered by 
West German craftsmen. Quickly adds and subtracts 
up to one million. Simple, easy to operate. 

Only seconds behind a $300 electric machine 
twice as fast as paper-and-pencil calculating 
ADDIATOR saves hours of office and plant time 
Ideal for clerks, salesmen, technicians, estimators 

. . everyone who has need for rapid, accurate, on- 
the-spot figuring. U sed by giant business tirms 
throughout the world. Complete ) with case, only $3 
postpaid. Write for quantit discounts 
money-back guarantee 
DUPLEX (Brass) Palm Size—Adds up to 1 
Billion aS ; 

EXECUTIVE (Brass) in Leather Note Book 
Case with 5 Le Pencil $11.95 


HASTINGS PRODUCTS 
Dept. A-34, 699 Madison Ave., N. Y. 21, N.Y. 


i 











For More Information Circle No. 339 
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LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 





For More Inforination Circle No. 340 


NEED HOLES? 


They're easy with a 


PIONEER PAPER DRILL 


A production 
machine with 
such quick set- 
up that short 
runs are a 
special delight. 
Eliminates 
costly, time- 
consuming 
"farming out.’ 
The small 
investment is 
soon repaid 
and then oes 
on making 
money for you 
instead of 
someone else, 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle No. 341 
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tull-key adding machines, 
and rotary calculators, accounting ma- 
chines, duplicators, dictating machines 


and visual aid equipment. As a result | 


of specialized training, accountants can 
now be accountants with a supporting, 
well-trained machine operator to do all 
the routine and time consuming figur- 
ing and calculating with greater speed 
than our accountants formerly had. 


In some metropolitan areas $20,000 | 


to $30,009 a week is being spent merely 
in finding and enticing workers to join 
the organization desiring their skills. 
[his is not good and has never proven 


successful. Isn’t it a shame this amount | 


could not be spent every week by many 
of the specialized industries to train 


technicians through the facilities of our | 
colleges and universities? Industry is | 
now paying far more than the recruit- | 


ment bill. They are also paying too 
much of the training bill, as well as high 
personnel expenses due to untrained 
workers. Doesn’t it stand to reason 
that a person trained to use five fingers 
on an adding machine can do more 
work than the person who holds down 
a job with a one-finger machine oper- 
ation? When will industry and educa- 
tion get together? 

Some will tell you that machine in- 
struction should be in the junior or 
senior high school ‘or in the vocational 
schools only. However, the small school 
cannot bear the added expense of such 
training any more than some states can 
support super highways. It is far more 
economical for the state educational 
system to train office machine operators 


in colleges and universities where both | 


students and equipment can be con- 


centrated and used every hour of the | 
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Vl 


Badlt-Tu POCKET 
carries I1.D.P. Tape 
as part of your 


LITHOSTRIP 
on LITHOSET 


POCKET FORM 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS .. . on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 


AmeniCo 


500 BITTNER ST 


ST. LOUIS 15. MO 
tor More intormation Circie No. ¢ 


Use the NEW 


ELECTRO-STYLUS 


for the finest ruling and 

drawing on mimeograph 

stencils and spirit masters. 

This slim precision instru- 

ment is used like a foun- 

tain pen to trace, draw 

and rule duplicating mas- 

ters for perfect reproduction. Lines won’t spread, 
bleed nor tear stencils. Drawing and typing can be 
superimposed. Electro-Stylus with 5 different 
points: only $14.95 postpaid, Moneyback guar 
antee. 


ELECTRO-STYLU S , Forsyth, Missouri 


For More Information Circle No. 390 





a in metal chair design 


plus oa unique 
flored-bock sweep 
hich eliminotes 


new Supp Lrnt iia 


by METAL-LUX 


a 


M-7000 FBL 
Side Chair 
(Padded Seat) 


This trim-lined ultra-modern metal chair 
group combines a streamlined design of 
unusual beauty with useful function 
(chair backs cannot scuff walls). An ideal 
chair for use in lobbies, reception rooms 
or offices. The armchair features deluxe 
spring seat construction and Tenite 

arm rests. Side chairs are available with 
spring or padded seat. Lifetime frame 
construction and flawless finish make these 
fine chairs virtually indestructible. The 
“Swept-Back™ group is designed for 
large volume sales and profits. Write 
today for the full descriptive details 


v 


M-3000 FBL ® 
PxS there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Compbell Ave., Chicege 12, Iilinols 


For More Information Circle No. 388 
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day, rather than have an assemblage 


| of out-dated and insufficient equipment 


in many high schools to be used for a 
couple of hours a day with a handful 
of students. 

College teaching can be done by only 
those interested and trained in the field. 
Specialized instruction in the junior 
and senior high school too often must 
be done by those too busy with extra 
duties to specialize. Industry could give 
teachers summer jobs in their specialty 
to further their education, to help them 
better understand industry’s problems 
and, last but not least, to subsidize the 
teacher’s salary. 

Colleges and universities must not 
only maintain their courses in office 
machine instruction, but must expand 
their offerings and modernize their 
equipment. There has been more change 
in the office machine in the past ten 
years than during the preceding 50. It 
behooves every conscientious depart- 


Prof. Richards and Elizabeth Ann McKee 
who learned office machine operation at 
Florida State University. 
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Chane Gath Seay 


for moistening envelopes, 
stamps, labels 


Available in new decorator colors . 
at your local stationer or office supply dealer 


BERNAY PRODUCTS COMPANY 


412 S. Wells St., Chicago 7, Ill. WAbash 2-2636 


For More Information Circle No. 353 


DOCTOR-LAWYER-ACCOUNTANT-CHIEF ? 
NO FILE TOO iar 
For Smith l ty 


PROJECTING ARS 
SIGNALS @&: 


@ Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

@ Available in 1/4" to 2" widths. Stocked in 
choice of 12 plain colors or printed 
alphabets, states, days of the week, 
months, and numbers. 

See your office supply dealer or write 


CHARLES C. SMITH, INC. 


For more than $0 years, a complete line 





of time-saving signals and indexes 
c c 


For More Information Circle No. 354 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART 
A typist, a typewriter and typing paper 
are all you need to keep your chart up 
to date. It’s that simple! 


JOB TITLE 


e Sizes to Fit “pe Organization cidsioe 
e All Parts Are Movable and Re-usable 
¢ Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-10 


MANAGEMENT CONTROL CHARTS CO. 


1713 N. WELLS ST. CHICAGO 14, ILL. 


For More Information Circle No. 355 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail 


Both baskets are re- 





movable 
for free brochure—or, better still—order today! 


MODEL LS-2 (Legal Size) 262" L x 19” W 
x 29/2" H (File Folders Not Included) 
Shipping Weight—33 Ibs, $45.00 F.0.B. Detroit 


CHESLEY INDUSTRIES 


24777 TELEGRAPH ROAD 
OETROIT, MICHIGAN 











For More Information Circle No. 356 
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SORTING SIMPLIFIED 


with the Kohklhaus 


VERT-A-SORT 


Fast 
Accurate 
Easy-to-Use 


Inexpensive 


Increase sorting efficiency and 
production with the easy action 

VERT-A-SORT. Speeds sorting of - 
accounts receivable and payable, 

checks, invoices, etc. In a variety 

of sizes, indexed to your needs. 

Write for complete details. 


THE Kthlhans COMPANY 


8012 5S. CHICAGO AVE. © CHICAGO 17, iit. 


For More Information Circle No. 418 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT ITI 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard- 7 
handle cards, new queen. smooth 
finish papers can be handled faster, 
easier. Long lasting supply... 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 


Dept. 0-10, 2736 Lyndale Ave. So., Minneapolis, Minn 


For More Information Circle No. 419 


eh anna A ae na tm ae 


BEST 
TEST 


of reliability 


can be found in the names of the 
companies he serves. Consolidated, 
for example, manufactures busi- 
ness forms for some of America’s 
largest firms. But, large or small, 
everyone enjoys fine service, reli- 
able deliveries, competitive prices, 
and the widest range of standard 
forms, tabulating forms, W-2 and 
other tax forms. Custom printed 
forms for every purpose. Send for 
Catalog A or send sample of form 
for quotation. 


CONSOLIDATED 
BUSINESS SYSTEMS, INC. 


30 Vesey St. N.Y. 7,N Y BArciay 7-3687 


e More Information Circle No. 420 


+ To let you know 


supply precision BRITISH made Ports and 
Tools direct to you at LOWEST PRICES 


as) 


U/ C2-201L. 





e PROMPT AND EFFICIENT SERVICE GUARANTEED 


Send for our ilhustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO. LTD. 
Head Office: 30 NEW BRIDGE STREET, LONDON, E.CA: 
For More Information Circle No. 421 





ment head, dean and instructor to see 
that instructional equipment is kept 
up to date. 

The majority of college office ma 
chine courses are yet on the exploratory 
level. Such courses are worthy, but not 
enough so to wholly justify their ex- 
istence. Business is interested in-a fin- 
ished product. Business wants and 
should have, from our schools, trained 
machine operators who can compute 
items at the rate of 100 a minute in- 
stead of ten. The engineer knows his 
tools and how to use them, as well as 
having a mathematical knowledge to 
back up his findings. Does it not follow 
that One having training in office ma- 
chines should not also have a knowl- 
edge sufficient to make the machine 
more useful? This knowledge cannot be 
gained in a two or three semester-hour 
exploratory course in office machines. 
If we propose to teach office machines, 


Miss McKee, after graduation from Flor- 
ida State University, was employed as a 
private secretary at First Federal Savings 
& Loan Assn., Miami, where her college 
training makes her a valuable employee. 
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JANRUS way DICTATING 
TAPE RECORDER 


PLUS THESE 
JANRUS ACCESSORIES 


Telephone 
attachment 


Typewriter 
control 


Conference 


Stethoclip Foot Pedal Speaker 


also 


CASES, INDEX PADS, TAPES 
INTERCONNECTING SWITCH BOXES 


IMMEDIATE DELIVERY 


Yes sir—we have it now— 
The latest model 1958 2-way 
dictating-transcribing machine 

that every business— 





every professional man 
cannot afford to be without— 


TAPES AVAILABLE 
FOR OUR MACHINES 
AND OTHER SIMILAR MAKES— 


VISIT OUR BOOTH AT 
THE NATIONAL BUSI- 
NESS SHOW (103F) 


JANRUS INTERNATIONAL LTD. 


37 West 47th Street 
New York 36, N. Y. 

















For More Information Circle No. 424 
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ANY FILING 


The worst filing trouble you can have is a 
fire that destroys proof-of-loss business 
records. Such records should be kept in an 
insulated—rather than a non-insulated— 
steel file. For 24-hour-a-day, point-of-use 
protection, you need a Meilink-built, Under- 
writers’ Laboratories-approved Hercules® 
insulated file. The cost of such peace of mind 
is insignificant. See your Meilink dealer 
or write for folder to.Meilink Steel Safe 
Co.. Oakwood and Clinton, Toledo 6, Ohio. 


s 
with Meus ti for keops 
Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 








Company 


Street— Zone—— 





City. State. 





| 
l 
! 
I 
! 
! 
1 
| 
| 
J 


For More Information Circle No. 405 
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let us teach them. This cannot always 
be explained to the department head, 
the dean, or the principal; but there is 
no selling necessary to the businessman. 
He is quite aware of the insufficiencies 
of his new in the hands of 
untrained operators. Current model ma- 
chines have been speeded up consider- 
ably, but most operators cannot operate 
even the slower models at full capacity. 
Lucky is the organization that employs 
people who can give full value on a 
machine. 


machines 


Complaint Adjusted 

Systems expert Al Ames recently 
found it necessary to send the following 
letter of complaint to a Washington 
newspaper: 
The Evening Star 
Washington, D. C. 

Today I received your invoice requesting 


Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 
... and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


Rudeiph Long, Managing Director 
33 West 42 Street, N.Y. 36,N. Y. . Pennsylvenie 6-6760 


For More Information Circle No. 406 


THe Orrice—October, 1957 





me to pay the modest sum of $1.50 which 
presumably is for an ad which your bill de- 
scribes as “autos for sle.” 

__On Friday, I called and asked an ad taker 
if it was still possible to enter an ad the next 
day, which was Saturday. The “voice” as- 
sured me it was not too late. After giving the 
details to her she suggested running it on 
Sunday too, but I declined because I didn’t 
expect to be within earshot of the telephone 
on Sunday. I read the Saturday Evening Star 
carefully but did not find my 1955 Mercury 
listed. 

Before noting this omission we refused an 
invitation on Saturday for cocktails and din- 
ner, thinking there might be a call or two. 
We visit these people frequently. Since we 
have now invited them to be our guests, we 
have clearly lost a turn. 

Figuring conservatively, we lost six home- 
made cocktails (home construction cost—6 X 
30c or $1.80) and two dinners well worth 
$1.50 each. We won’t speak of the difference 
between a sharp bridge game and a bleak 
television substitute. The total monetary loss 
is not less than $4.80. 

I therefore and hereby bill you for $4.80. 
Now don’t put a brace of good attorneys on 
this thing. I allow two years when billing a 
newspaper because any newspaper will have 
some employees who still need pencils with 
erasers, even as I—AL AMES, Arlington, Va. 


But the newspaper satisfactorily ad- 
justed the matter with the following 
letter: 


Dear Mr. Ames: 

I have delayed responding to your letter 
until given sufficient time to rebut with some 
appropriate and logical explanation. Nor- 
mally we are usually able to pass on the 
responsibility for such errors to our composing 
room for they are notorious in such matters. 
However, in this case the responsibility rests 
entirely with one of my own adtakers. From 
the attached clipping you will note that she 
was not completely asleep for the ad did 
appear on Sunday instead of Saturday as 
requested. 

Ordinarily we contend that such a perform- 
ance is worth something and would, therefore, 
suggest a compromise of 50% of the bill as 
rendered. However, being a bridge player 
(and enjoying an occasional drink myself) I 
am 100% in accord with your demand for 
satisfaction. Consequently enclosed you will 
find a creation never before extended to an 
advertiser, namely a credit slip worth $4.80 in 
advertising (no strings attached). In addition, 
you may forget the bill previously rendered 
and we will try and forget the whole trans- 
action.—JACK C. SCHOO, Classified Adver- 
tising Manager, Washington Evening Star. 





Secures 





New on the market... ''PERFECTA"' 


The revolutionary steno notebook holder. 


comfortable 
eliminates “steno-fatigue” and neck pains. 
Requires no installation, it hooks directly onto all 
modern typewriters. 


National Distributors: 
Michael Frumkin ¢ 87-11 35th Ave. « Jackson Heights 72, N. Y. 


reading without eye strain, 


Retails: $3.25 








For More Information Circle No. 371 


Increase Efficiency, 
Reduce Costs — Sold 
only through our Dealers. 


DEALERS: Liberal Discounts — Delivery 


you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 











= INTERNATIONAL BUSINESS FORMS lay 
‘ee cee? @ea te eB 


LITTLE ROCK, ARKANSAS 


1600 E. 26TH STREET e 


ment, shipping or warehouse costs. 
Write TODAY to New Dealer, Dept. 1, 
1600 E. 26th St., Little Rock, Arkansas 
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a guide to businessmen, 


office executives and 


purchasing agents 


a 


Catania 
mawacement + CQUIPEENT + SETROOT 


VAN UY \ae); 
BUSINESS 


me) is 


| How to Design and Use the 
Tremendous Number of 
Forms Constructions 
Available Today 


MANUAL OF 
BUSINESS FORMS 
$2 a copy postpaid in U.S. 








8LOSVE 


THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms constructions are described in a 
manner which allows the reader to 
select the best type for a_ particular 
business system. Time studies of forms 
processing operations are reduced to 
efficiency factor figures in easy-to-read 
charts which pinpoint the basic advan- 
tages and disadvantages of each type of 
construction. In addition, there are 
chapters on carbon paper, tags, envel- 
opes and paper. Other chapters thor- 
oughly cover duplicated forms, checks, 
pegboard forms, autographic registers, 
stock forms, manifold books, and many 
others. The Manual includes many 
pages of informative advertising, pro- 
viding a wide range of sources for the 
reader to use in selecting forms manu- 
facturers and suppliers. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., N. Y. 16 
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Over 2 l , t 
elpful information, 
and illustrations 
(including 100 pa 
of advertising by 
duplicator 
nanufacturers. teith 
I er’s Guide lex) 


Get ALL 

the Facts 

on Office 
Reproduction! 


T HE ONLY BOOK OF ITS KIND! It pro- 
vides you with a complete guide to 
the broad field of office reproduction. 
Answers such questions as: “Which 
method of duplication will best fill my 
needs?” Describes in detail the opera- 
tion of all basic types of equipment. 
Ends your search through reams of 
material to find the answer to indi- 
vidual problems. It’s all here in one 
volume. No user of office printing 
equipment should be without this 
manual! 


Price $3.25 


INCLUDES: 
Carbon 


Carbon 


Gelatin 


Paper, Substitutes for 
Hectograph Duplicating, 
Fluid Duplicating, Stencil Duplicating, Relief 
Duplicating and Printing, Offset Duplicating, 
Photography (Camera), Contact Photocopy, Con- 
tact Printing (Translucent Master), Facsimile 
Master Preparation, Automatic Typewriters, 
Data Processing, 
fransmission, Facsimile Transmission, 
Card Data Transmission, Impression 
Addressing Methods, Tabulating Machines, Sig- 
Other Imprinting Machines, 
and Finishing Equipment, 


Paper, 


Communication 
Punched 
Stamps, 


Automatic 


nature Machines, 


Binding 


a eee 8 ete Be 8 ee Se SSS eee Seale 


Please send me 
at $3.25 a copy; and 


$2 a copy. | | enclose remittance. 


Name 
Company 
Street 


City 
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OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 


copies of the MANUAL OF OFFICE REPRODUCTION 
copies of the MANUAL OF BUSINESS FORMS at 


Send invoice. 


Zone State 


TP Peek eee se 
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Wausau Appoints Elliott 


D. B. Smith, pres- 
ident and_ general 
manager of Wausau 
Paper Mills Co., 
Brokaw, Wis., an- 
nouncec:the appoint- 
ment of Charles T. 
Elliott to succeed 
H. R. Knott who re- 
tired as vice presi- 
dent in charge of 
sales. Other deci- 
sions reached include the consolidation of 
sales and general administration in the 
home offices at the Brokaw mill. Mr. 
Knott will continue to make himself avail- 
able on a consulting basis. Mr. Elliott has 
been a member of the Wausau sales staff 
since 1953. 


Charles T. Elliott 


Midwest Stationery Market 

Edward B. Stein, 
president of the Mid- 
west Stationery 
Market, recently 
formed trade group, 
announced the ap- 
pointment of Robert 
J. Mayer as execu- 
tive secretary, and 
the establishment of 
a headquarters office 
at 330 S. Wells St.. 
Chicago. The association will conduct an 
advertising and public relations campaign 
to establish Chicago as a buying center for 
stationery supplies, equipment and related 
items. Mr. Stein reported that the group 
plans a stationery show next fall in 
Chicago. 


Robert J. Mayer 
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Heads Documat Sales 


Harold Adler, 
president of Docu- 
mat, Inc., Belmont, 
Mass., announced 
the appointment of 
J. H. Smith Jr. as 
vice president for 
sales. Documat, Inc. 
manufactures a new 
line of microfilm 
cameras and readers 
which will be distri- 
buted through microfilm service companies 
in this country and exclusive agents in 
foreign countries. Mr. Smith was for- 
merly executive vice president of Copy- 
Craft, Inc. 


J. H. Smith Jr. 


Heller Roberts Sales Manager 


Gerald W. Ma- 
honey, former vice 
president and _ sales 
manager of Chicago 
Stapler Mfg. Co., 
has joined Heller 
Roberts Mfg. Corp. 
as general _ sales 
manager, it was an- 
nounced by J. F. 
O’Brien, _ president. 
Mr. Mahoney has 
had wide experience in the stapler, tacker 
and stitcher field, having served progres- 
sively as field representative, branch man- 
ager and division sales manager of Bo- 
stitch, Inc. He was also with Heidelberg 
Eastern, Inc., manufacturer of printing 
presses, in a sales supervisory capacity. 
Heller Roberts, with plants in Brooklyn 
and Cleveland, manufactures Heller In- 


Gerald W. Mahoney 
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it all adds up to a 
low cost high quality 
product...the 


new Regna itemizing cash register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 


small and 
im sized retailers 
a superb quality product 
the low price class. Compact 
sturdy, precision-built; manual o oes. Regna, Cash estan Busnes Eu ité., Fe iawe 
electrically operated models in 489-8 King St. W., Toronto, 


green or ivory OUTSIDE CONTINENTAL U.S.; Jorgen S. Lies, Bex 507, Bergen, 
« Customer gets itemized receipt — 
each item purchased; Re 
imultaneously records « Complete stock of Regna parts available throughout the US. 
Total and Grand 

ristered a recorded 

be instantly checked 

¢ Single item key records 
sale in one swift oper: atior 


allows use as addi 


fhout affecting ¢ S 

Tot 3 : ( wit reins 0 i devi ™ Regna Cash Registers ° Inc s 
shows volume of daily traffic 175 Fifth Avenue, New York 10, N. Y. 

oo " ey Gentlemen: 

os ap Tt iT verte Please send move information on the new Regna cena Seaton 

che: lage Register and outline advantages of becoming a Regna 

and for tape © Individual keys for 
Charge Sales, Paid-Out, Non-space 
Repeat operations. Printing device 


vith store's name 





State. 
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THE RIGHT WAY 
TO FIND RIGHT AWAY 


Simple to affix for either tempo- 
rary or permanent use. Fabricated 


of tough acetate plastic that keeps 
label clean and legible always. 
BIND-X is the easy, inexpensive 


Post Binder labeling system that 
saves time — saves money. Recom- 
mended by accountants, comptrol- 
lers, efficiency experts. A necessity 
wherever Post Binders are used. 
Equally acclaimed by teachers and 
architects as the only satisfactory 
method of indexing maps, plans and 
blueprints. 

Eight bright transparent colors 
for instant identification. Made in 
6” strips and 14”, 34” and 1” 
widths. Easily cut to required 
length, making 3 to 6 ordinary label 
holders. Ample blank labeling in- 
serts included. 


A CEL-U-DEX PRODUCT 


At Stationers everywhere. 
Write for sample and literature. 
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-CEL-U-DEX CORPORATION 


NEW WINDSOR. NEW YORK 
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dustrial Fastener Devices, Roberts Num- 
bering Machines, American Perforators, 
and Fasform Formed Wire Products. 


Underwood Sales Manager 


James D. Donovan has resigned as gen- ! 


eral sales manager of Underwood Corp. 
Mr. Donovan had been with Underwood 
since 1923, starting as a very young man 
in the adding and accounting machine di- 
vision. He progressed rapidly as educa- 
tional director, adding machine sales man- 
ager, typewriter district manager and, for 


the past five years, general sales manager. | 


Mr. Donovan has been succeeded by 
David H. Burrell as general sales manager 
of Underwood. The latter was formerly 
vice president—operations for Cherry-Bur- 
rell Corp., Chicago, dairy and beverage 
equipment manufacturers. 


Rogersnap Vice President 


Irving Pierce, well known Dallas sales 
and advertising executive, was elected vice 
president of Rogersnap Business Forms. 
Inc., according to the company’s president, 
Ezrl D. Doxsee. As head of merchandis- 
ing, Standardized Forms Division, Mr. 
Pierce leads the company’s new direct-to- 
retailer expansion program as a part of 
their move into a large new plant. Roger- 
snap has had a rapid growth with 80 
representatives distributing multi-carbon 
standardized forms in the U. S., Puerto 
Rico, Alaska and Hawaii. 


Dealer Training Course 


[he first intensive training course in 
management sponsored by the National 
Stationery & Office Equipment Assn. for 
dealers, will be held at the new $2'%2-mil- 
lion Center for Continuing Education of 
the University of Georgia, Nov. 14-16. 
Although similar management courses cost 
four to five times as much, NSOEA has set 
the fee at $40 for the entire course includ- 
ing all texts and materials. Room and 
board will be $20 for the entire stay. Write 
NSOEA at 740 Investment Building, Wash- 
ington 5, D. C. 
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Apsco’s Golden Anniversary 


At Rockford, IIl., in 1907, Apsco pro- 
duced for sale its first automatic pencil 
Sharpener. This three-blade unit sharp 
ened woodcased pencils perfectly (still 
does, as a matter of fact!). In the inter- 
vening years, millions of Apsco pencil 
sharpeners have been sold. Vastly differ- 
ent in appearance and radically improved 
in performance, today’s Apsco pencil 
sharpener models are not only efficient, but 
beautiful top-of-the-desk units. In com- 
menting on Apsco’s 50th year, A. D. Far- 
rell, vice president in charge of sales, said 


Scone encanta 


Top: Apsco pencil sharpeners 50 years ago and 
today. Bottom: Apsco’s new paper punches. 


“Apsco has made the pencil sharpenet 
something more than a part of the scenery 
to be used when needed, for as long as it 
will hold up. Today’s purchasing agent 
knows that pencil sharpeners can add o1 
detract from his labor and costs. Our con- 
sistent educational campaigns have spot- 
lighted the importance of such factors as 
the correct pencil sharpener for a specific 
purpose; and the necessity for adequate 
installations to effect savings in time and 
money.” The pioneer firm just introduced 
its newest products, the Apsco 220 two- 
hole punch, and Apsco 330 three-hole 
punch. 


Royal McBee Finance Service 


Royal McBee Corp. announced the es- 
tablishment of RMB Corp., a_ wholly- 


owned subsidiary organized to provide spe- 


209 





To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING ¢ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 














SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. - 
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| puters. 
| opened at all points where Royal McBee 





| in mid-1958. 
| tory section became the first scene of oper- 
| ations because the assembly division plant 
| was on part of the building site. 
| will be approximately one-third more floor- 
| space for the assembly 





| cialized financing service for installment 


sales and leasing of Royal McBee prod- 


| ucts, including Royal office and portable 


typewriters, McBee data processing equip- 
ment and Royal Precision electronic com- 
RMB regional offices are being 


maintains regional offices. President of 


| RMB Corp. is C. H. Didriksen, previously 
| with General 
| since its inception more than 35 years ago. 


Motors Acceptance Corp. 


Marchant’s New Plant 


The initial move into the new world 
headquarters and main factory of Mar- 
chant Calculators, Inc., was completed last 
month when the company’s assembly di- 
vision commenced operations. Full oc- 
cupancy awaits completion of construction 
The second floor of the fac- 


There 


division. Total 
floorspace of the plant will be 507,000 


| sq. ft., over twice the total area of the 
| firm’s present facilities in Oakland, Calif. 


| NBFA Trade Marks Ads 


National Business Forms Associates has 
become eligible for trade mark advertising 
in classified sections of telephone direc- 
tories in every city in the U. S. and Can- 


ada. According to present estimates, mem- 
ber firms will advertise in 300 city direc- 
tories within a reasonable time. 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


58 t MeWILLIAMS 51 
FOND OV LAC, wis 
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New Windsor, N. Y., building of Cel-U-Dex Corp., a transparent indexing pioneer and one of 
the largest makers of index tabs, index sets, signals, protectors, transparent envelopes, etc. 
Coleman R. Chamberlin, president, created several mechanical innovations for the new plant 


which will make possible products not previously feasible. 


and general sales manager. 


Olivetti Wins NMA Award 


Adriano Olivetti, Italian office machine 
manufacturer, was named _ International 
Management Man of 1957 by the Na- 
tional Management Assn. Mr. Olivetti 
will receive the Edward O. Seits Memorial 
Award at NMA’s national conference in 
Pittsburgh, Oct. 25-26. 


Smith-Corona Southern Manager 
Arthur P. Wales was appointed south- 

ern regional sales manager for Smith- 

Corona, it was announced by H. S. Yaffa, 


Jeremiah Sullivan is vice president 


national sales manager. Mr. Wales will 
direct Smith-Corona sales activities in ten 
southern states. He will make his head- 
quarters at the Smith-Corona office in 
Charlotte, N. C., where he has been man- 
ager since 1956. 


Dixon Promotion Executive 


Eugene R. Kelly was appointed to the 
newly created post of assistant manager 
of the advertising and sales promotion de- 
partment of Joseph Dixon Crucible Co.. 
Jersey City, N. J. 





+ 


OPPORTUNITY 
IN 


Soe 





GERMANY 


One of Germany’s largest 
and most important firms 
dealing in special office 
machines and systems, 
with its own national 
branch office and service 
organization, is available 
for distribution in 
Germany of spe- 
cial office ma- 
chines. Write Box 
1057 c/o Office 
Publications, 232 
Madison Ave., New 
York 16, N. Y. 
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TYPE CLEANING MADE EASIER 


with the amazing ¥¢ 


wld 


CLEANS 
© Typewriters 
* Billing Machines 
© Adding Machines 


Typists and business 
machine operators want 
*Norta Plastic Type Cleaner 
It's easy to use—0 mess add ing Plates 
—n0 liquids to spilt © Marking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request 


NORTA DISTRIBUTING COMPANY 


1165 Broadway, New York |, N. Y. 
For More Information Circle No. 380 


write to 


OF - THE-MONTH 

“KNOWN BY THE COMPANY IT KEEPS - LAUGHING” 
lod £™2Q Build good will for your Company 

/ in ex, Magazine with cartoons by America’s 
aw yw? favorite artists. For samples -prices 
be J} _’/~send publication name and circulation. 


NY 
CARTOONS-OF-THE-MONTH, ROSLYN 3, N.Y. 
For More Information Circle No. 381 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 

Stock Rooms, Vaults. 

Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 
widths Send for Circular 
56-0 and prices 
|. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
“ Chicago 40, til 
For More Information Circle No. 382 
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HIGHEST 
QUALITY 
PRODUCTS 
CASHERE CORPORATION 


Seccessor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 383 


New Hunt Pen Plant in South 


A new manufacturing plant for C. How- 
ard Hunt Pen Co. is under construction 
at Statesville, N. C. It will contain ap- 
proximately 75,000 sq. ft. of air-condi- 
tioned space and replace the company’s 
present manufacturing facilities at Cam- 
den, N. J. George E. Bartol 3rd, presi- 
dent, stated that all Hunt Pen’s approxi- 
mately 250 employees at Camden can con- 
tinue their employment in the new plant. 
For employees not interested in moving 
south, the management will set up facilities 
to obtain positions for them among the 
various industries in the Camden 
Hunt Pen’s executive and administrative 
offices will remain in Camden. Moving 
their main plant to the south was due to 
the need for additional manufacturing 
space to take care of continuing sales 
growth of the company’s Boston Pencil 
Sharpeners, Speedball pens and _ other 
products. 


area. 


GBC Systems Division 


Kenneth H. Patterson appointed 
manager of the newly created Systems Di- 
vision of General Binding Corp., W. N. 
Lane, president, announced. The Systems 


Was 


James D. Scheinfeld (right), vice president, 
Manpower, Inc., received the Direct Mail Ad- 
vertising Assn. Leader’s Award for 1957 from 
Richard Messner. Mitchell Fromstein of From- 
stein & Levy Advertising Agency received a 
participating award for the same campaign. 





FORMS Have Changed 


in 60 years! 


Founded in 1898, WATTS has seen 
— and helped achieve — dramatic 
changes in business methods. Our 
exhibit at the Business Show this 
year features an interesting com- 
parison of the old and the new — a 
‘““must’’ for anyone who designs, 
purchases or uses business forms. 


nnn OM fga DP ay on me 216 William St., New York 38, N. Y. 
(74 WOrth 2-620. 


Plants in New Y ork City & Belleville, Newark, Clifton, N, J. 
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convenient 


modern 


€ 


\ 


© Solid working area in choice of stainless steel or plastic 
@ Swing-up shelf gives added space % , 
@ Sturdy legs of modern design with enclosed back and casters on one side 
@ For typewriters, adding machines, calculators, comptometers 
or can be used as a contro! desk 
Send for free literature today. 
THE WRIGHT LINE, Inc., 160 Gold Star Boulevard, Worcester 6, Massachusetts 


For More Information Circle No. 199 
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SECRETARIES ACCLAIM 
The ALL NEW 


e: —SIPEEDRITE 
Old Faithful” FOLDING COPYHOLDER 








Allen's been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line. 


Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 


and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
ieee , a Error-No Copyholders, Speedrite 
ALLEN & : P. NY Checkwriters, Chexsigno Check Signers. 
MANUFACTURERS © , 
W113 VANDEWATER ST, NEW YORK 38, N.Y. 38 Mt. Hope Avenue © Rochester 20, N. Y. 


INKED RIBBONS 








ORCC THEE eeee 














- than 


For More Information Circle No. 


WANTED ... 
DEALERS FOR OUR 


MULTI-COPY FORMS 


Expanded facilities 


_ . For More Information Circle No. 332 __ 


and added equip- 
ment allow the 
addition of new 
dealers. Fast, de- 
pendable delivery. 
All forms carry 
dealer’s name. Also 
ONE TIME shipped under 


CARBONS dealer’s label. 


WE SERVE AS YOUR FACTORY 

AND WAREHOUSE. LIBERAL 

PROFITS TO DEALER. Wilhelm DreusickezCo kG 

RO GERSNA P lye ye 
BUSINESS FORMS BERLIN W35 LUTZOWSTR 3 


Te FREE 
P. O. BOX 10425, DALLAS 7, TEXAS wri FOR COPY OF OUR ILLUSTRATED CATALOG 
For More Information Circle No. 331 For More Information Circle No. 333 
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Division will offer complete administrative j i 
and oe pe control systems for all | You Get Things Done With 
types of organizations, with trained de- | ; 

signers and consultants available at all | Boardmaster Visual Control 
GBC branch offices. This will be a free | 
service, created to reduce clerical and ad- 
ministrative expense in the fields of sales, 


purchasing and production for all types of 
industry. 





Monroe Manufacturing Executive 


Monroe Calculating Machine Co. an- 
nounced the appointment of Donald M. 
Berges as vice president in charge of manu- 
facturing. Mr. Berges was formerly vice 
president of Jack & Heintz of Bedford, 
Ohio, in charge of all commercial products. 


Borroughs Adds to Plant 


An expansion program for Borroughs 3% Gives Graphic Picture of Your Operations 

Mfg. Co. of Kalamazoo, Mich., was an- —Spotlighted by Color 

nounced by George Bennett, president. A & Facts at a glance — Saves Time, Saves 

brick-and-glass addition to the Borroughs Money, Prevents Errors 

’ Simple to operate — Type or Write on 
Cards, Snap in Grooves 

> Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

sx Made of Metal. Compact and Attractive. 
Over 200,000 in Use 


Complete price $4950 including cards 
FREE 24-PAGE BOOKLET NO. F-400 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street @ New York 36, N. Y 
For More Information Circle No. 386 





HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


“Programming for Business Computers’ is now 
available to —_ inexperienced Py oA. develop 
Richard Iahn (left), office machine instructor and program electronic systems for business prob- 
at the California — for Men, accepts ie BR EE ng th thy a ten 
Odhner adding machine from Edward W. 


University. 
Clarke, Hollywood Office Machine Co., for Free Brochures describing the Course are available 


use in the prison’s repair training program. upon request from BUSINESS ELECTRONICS 
E. E. Bauermeister (center), is supervisor of INC., Computer Department, 420 Market Street, 

education at the institution. Facit, Inc., will San Francisco 11, California. : 
also aid other penal institutions. 
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plant will be completed next month. This 
will increase Borroughs’ space approxi- 
mately 15% and manufacturing capacity 
from 20% to 25%. The expansion pro- 
gram will enable the company to give im- 
| mediate delivery to its furniture dealers 
| and its nationwide warehouse distributors. 


Oxford Acquires Oxford Miami 


It was announced by William H. Chis- 
| holm, president, that Oxford Paper Co. 
| has acquired Oxford Miami Paper Co. of 
| West Carrollton, Ohio, which will be oper- 
THIS TRADE MARK STANDS FOR | ated as a division. Mr. Chisholm said 
this will in no way affect either operations 
or personnel. 





rectston 


Nagy Elected Vice President 


At a meeting of the board of directors, 
John Nagy was elected vice president of 
SPEGIALIZING IN U. S. Carbon & Ribbon Mfg. Co., Phila- 


Cutting and Edging Sar ts ise Mak ties geen anna 
Typewriter Ribbon Fabrics || Gec Export Manager 


General Binding Corp., Northbrook, IIl., 
E. | announced the appointment of William 
Ue Kelly Joyce Jr. as export manager, after 
otton his return from Switzerland where he 


spent the last year as director of foreign 

? operations, controlling distribution in 

an Ll Switzerland, Germany, Italy, France and 
| England. In addition, Mr. Joyce main- 

7/ f Ye | tained liaison with Norway and Denmark 
ej | for GBC. In 1955, he set up the General 

Y on use | Binding Corp. offices in Mexico and Cuba, 


| managing distribution for GBC in the 
| Central American countries. 


WIDTHS ACCURATE | aoe 
ALL WORK B CARBON INTERLEAVED 


GUARANTEED » BUSINESS FORMS 


. | 


Prompt Service | SOLD THROUGH DEALERS ONLY 
Write for Catalogue and.Price List 
TEXTILE CUTTING CORP. | 


178 FIFTH AVENUE i - Midwest Rotary Maniforms 


HAWTHORNE, N. J. Manufacturers of Business Forms 
| CARO, MICHIGAN 
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Consolidated Plant in South 


J. W. Pierce, president, Consolidated 
Business Systems, Inc., New York, manu- 
facturers of Redifixt ‘business forms, an- 
nounced the opening of a new plant in 
Durham, N. C. Staffed by an experienced 
crew and under the direction of a trio of 
executives with extensive experience in 
forms production, the new facilities will 
enable Consolidated to offer dealers in the 
south faster deliveries, savings in freight 
and closer technical assistance. Lyn Col- 
lins, long-time resident of Durham and 
associated with Consolidated for many 
years, is southern sales manager. George 
Simon is plant superintendent. Joe Nagy 
is press foreman. Consolidated has other 
plants at New York and New Brunswick, 
N. J.; sales offices in most principal cities. 


Friden Export Expansion 


Expansion of Friden’s export depart- 
ment was noted in the appointment of 
Frank M. Bolek to sales manager, Friden 





Western Export Corp. Announcement was 
made by W. W. Porter, vice president of 
FWEC, export arm of Friden Calculating 
Machine Co., prior to his departure for a 
tour of Friden European sales outlets. Mr. 
Bolek, a native of Ecuador, is now an 
American citizen. 


Electronic Sales Manager 


Promotion of W. R. Beall to manager 
of sales for the Electronics Division of 
Clary Corp. was announced by Ken F. 
Oldenburg, chief engineer. Mr. Beall, 
formerly a sales engineer, heads a tech- 
nical sales group which will work with 
Clary’s present data processing equipment 
distributor organization. 


Marchant Northeastern Manager 


Promotion of A. M. Gear to northeast- 
ern division sales manager in the national 
sales organization of Marchant Calcula- 
tors, Inc., was announced by Wesley E. 
Jenkins, vice president and genera! sales 





NOW-FOLD-O-MATIC 


has the “CONVENIENCE of a CONVEYANCE”! 












Automatically Folds 120 Sheets per 
Minute (all popular folds) . . . CON- 
VEYS and STACKS Folded Pieces! new 


a 
NEW DESK MODEL FH-5C Beech 
FOLD-O-MATIC 


ELECTRIC FOLDING MACHINE 


“SNAP-IN" CONSTRUCTION of 


with new 
ADJUSTABLE CONVEYOR 
AND STACKER 






% Fully Automatic 


WITH CONVEYOR BELT 
g RECEIVING TRAY 











new CONVEYOR ATTACHMENT takes 
folded pieces ovt of machine with posi- 
tive precision, regardless of type or 
size of fold. Easily set to exact width 
of folded piece . . . “Stop” Wheels 
prevent jamming. 

new DEEPER STACKING TRAY holds 
larger quantity of neatly stacked 
sheets. 





724 °W. Washington Blvd 


For 
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PRINT-O-MATIC Co., INC. 


More Information Circle 


conveyor and tray permits compact 
storage. 


plus ALL THE OTHER EXCLUSIVE EX- 
TRAS that moke FOLD-O-MATIC—now 
more than ever the world's finest office 
folding machine, regardless of price! 
EXTRA! Increased-power universol motor. All 
moving ports of hardened steel, with self- 
lubricating Oilite and boll bearings. New feed 
end power mechanism eliminates geors. 


° Chicago 6, Illinois 


No. 370 


ust $199 Plus F.E.7 


Also monvfacturers of famous Cord 
Size Duplicetor, Diegraphy Duplicating 
Compound, Print-O-Matic Stencil Dupli- 
cators (6-A Electric, 5-A Manvol) 


SEE THIS ASTONISHING LOW. 
COST Automatic “MIRACLE” 












BOOTHS 69 and 330 
Conrad Hilton Hotel NSOEA 
Convention 










AVOID the RISK Af 


( 


\ 
NS | 


of DANGLING |; 


Tate ile 
CORDS! 


use COILZIT 


CORD 
SHORTENERS 


on all ELECTRIC 
OFFICE MACHINES 


Helps prevent accidents! 
Keeps cords adjusted to 
desired size. No wires to 
cut — just wind excess cord 
around Cord Shortener. 
Holds heavy cords to 4%” 
diam. 


Over 5 Million CORD 
SHORTENERS Now In Use! 











ORDER DIRECT 
5 — 1.00 
25 — 4.50 
Quantity Price - 
$17 per 100 
POSTPAID 








COILZIT PRODUCTS, Inc. 


25-57B Steinway Street, L. 1. C. 3, N.Y. 





AN] ADDING 
, MACHINE 
sii FOR $1495 


ONLY 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW COST! 
Here’s a bantam-weight, portable adding 
machine that handles figure work as 
speedily and efficiently as many big, ex 
pensive machines. Ideal for business record 
keeping, inventory work, payroll figuring, 
billing, checking receipts, etc, 
OUTSTANDING ADVANTAGES 
Adds, subtracts, multiplies by direct ac- 
tion e Easy, speedy operation; instant 
dial clearance e 8-cclumn capacity; totals 
always vis.ble e Guaranteed satisfaction 
or money back. 
See your office appliance dealer, 
stationer, or write— 
Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street © Chicago 6, Illinois 
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A LIGHT TCUCH 


makes 


NEAT ERASURES 


RUSH- 





=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 


acter thick. In 


beautiful, 


life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills, 
Order from your dealer or 
send 50¢ and dealer’s name. 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


"“*BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in German 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. ° New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 
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manager. Mr. Gear was advanced from 
manager of the Columbus, Ohio, district, 
which he had headed since 1952. 


Boissy Joins Arnot-Jamestown 


Appointment of Gilbert E. Boissy as 
director of marketing and public relations 
for Aetna Steel Products Corporation’s 
Arnot-Jamestown division, New York, was 
announced by B. C. Berney, vice presi- 
dent and general manager. Mr. Boissy 
was formerly advertising and sales pro- 
motion manager for Royal Metal Mfg. Co., 
and assistant advertising manager at Ceco 
Steel Products Co., Chicago. 





G. V. Wynne-Jones _ 


G. V. Wynne-Jones, 70, chairman of 
the board of Universal Postal Frankers, 
Ltd., British affiliate of Pitney-Bowes, Inc., 
died Sept. 6 in London. Mr. Wynne-Jones 
was one of the pioneers in the develop- 
ment of postage meters in Great Britain. 
As managing director of U. P. F. for 30 | 
years he helped establish the metered mail | 
system in the British Empire and other | 
countries. 


i 
To meet the need for increased office machine | 
production, Olympia is building a new factory 
in Leer, Western Germany, about 40 miles 
from their Wilhelmshaven plant. Olympia SF 
portable typewriter production will start in the 
new plant Jan. 1. Inter-Continental Trading 
Corp. distributes Olympia typewriters in the 


They Lock on 
G r a f - Lo ¥ Slotted Cards 
for Records in Constant Use 


es 7” 
ANGLE ON 


Sennnues> 


® ieee 
Nee 
s<s- 


SLIDE SIDEWAYS 


° METAL SIGNALS | 
y u -V ! $ e for Vertical Records | 


~ 











United States. 
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C e | | u g ra TRANSPARENT 





SIGNALS 
for Visible Systems 


Also a full line of Maptacks-Map Flags 
Free Descriptive Folders Sent on Request 
GEORGE B. GRAFF COMPANY 


| 54 Washburn Ave., Cambridge 40, Mass. | 
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SPEEDRY 
MAGIC 
MARKER 
LINE 


we//-balanced 
for volume 
sales/ 


Your diversified line 

(39¢ to $2.50) sells every 
type of customer. Ideal 
for a complete Speedry 
department. Remember, 
Speedry offers patented 
Capac Action to guarantee 
constant ink flow for 
customer satisfaction. 


1. MAGIC MARKER 

U.S. Pat. No. 2,713,176 

Writes on any surface! No loose ink! 
Instant dry! Millions sold! 9 colors! 
77¢ retailer 


2. LAUNDRY MAGIC MARKER 

U.S. Pats. Pending 

Writes on all material. indelible 

39¢ retailer 

3. MAGIC MARK STENCILEER 

U.S. Pats. Pending 

Mohair stencil head! Ready for use! 
9 colors! $1.25 retailer 

4. MAGIC MARKER BRUSHPEN 

U.S. Patent Nos. 2,416,596, 2,547.54) 
Attractive gold-finish! 99¢ retailer 

5. MAGIC MARKER STENCILING SET 


76 detachable stencils, stencileer, 
easel. $2.50 retailer 


é St EN CHANG Set 


SPEEDRY PRODUCTS, INC. 
Richmond Hill 18, New York Dept. 02 


Please send Speedry Price List and Catalogue. 
Address. 


Name___ 
City Zone State 
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Don’t Be Funny! 


ALAN MacDONALD 


OU HAVE TO decide: Are you 

going to be cheerful, friendly, and 
occasionally give out with your newest 
joke; or do you want security, social 
position, and the job rating that goes 
with a truly tight lip? 

Before you make up your mind as 
to which way to proceed, let me point 
out some of the hazards of the comedy 
route. 

I was brought up to believe that I 
could whistle, now and then, while | 
worked. Have you ever it—in 
an Office, store, factory or even a coal 
mine? 

Don’t! 

I was taught that a hearty laugh— 
sometimes termed a belly laugh by the 
uncultured—could be the best tonic 
in the world. I became too thin to 
demonstrate it, trying to prove that 
both I and the laugh were real. 


tried 


I'd be the first to admit that certain 
video artists, some innkeepers and sales- 
people have smart-sallied their way up 
the ladder. They’re in the minority. 
Most people who attempt the jocund 
approach get tagged as mental light- 
weights and keep the same job for 
years. Since I’ve quit wise-cracking, I’ve 
been promoted three times in 20 
months. 

Take it from me, 
gravity! 


there’s gravy in 


If you take a consistently smiling 
pan to work, you're a dead pigeon. 
If you’re cheerful, your co-workers 
wonder what goes with you. In the be- 
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SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER'’S, INC CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, Ill Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 311 


UNBEATABLE COMBINATION! 


r db. SUPER-KOTE 
o CARBON PAPER 
with the CODO-CHROME treatment 


and 
( : Jr, EXGUSIVE 
04 CARBON GRIPPER 
Nothing else equals this combina- 


tion for superior impressions — and 
it is available only from Codo! 





r 
| CODO MANUFACTURING CORPORATION 
Leetsdale, Pennsylvania 


| ERR Sets Rae 
; oT Re aane Cee 
TRY THEM! ‘ J Cito 


Type name on your letter- 
head for free samples. 











For More Information Circle No. 312 
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Attention Advertise to 
Office Equipment 76 DIFFERENT 
Manufacturers ! MARKETS a 


ib 1956 $3,303,613 of bookkeeping and account- 
ing machines (not including punched card 
equipment) was exported from the United States to 
France. 61,992 office staplers went to Belgium and 
the Congo. And $98,413 of metal office furniture 
left for Indonesia. France, Belgium, the Congo and 
Indonesia are only four of the 76 countries and 
territories listed below where every autumn OFFICE 
EQUIPMENT EXPORTER is enthusiastically re- 
ceived and acted upon by office equipment importers, 
dealers and specialists. These countries buy both 
high and low priced items. Get a share of this 
business by advertising in the forthcoming 1957 
edition. Write today for rates. y 


Afghanistan Great Britain & Netherlands 
Alaska Northern Ireland Netherland West 
Algiers G Indies 
Arabia i New Zealand — 
Australia ii North Rhodesia 
Austria orway 
Belgian Congo E Pakistan 
Belgium dia Philippines 
British East Indonesia Africa 
Africa Iran 
British Guiana iraq 
British Honduras Ireland Sea Island 
Burma Israel Rhodesia 
Canada italy 
Ceylon Japan 
Cyprus Kenya 
Lebanon 
Liberia 
Libya anganyika 
Luxembourg unisia 
Formosa Madagascar Turkey 
panes Africa Madeira Island Union of South 
French Guiana Malaysia Africa 
Germany Malta Viet Nam 
n Moroceo West Indies 
ana 
Gibraltar Nepal Yugoslavia 


OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 





Forms Close 
This Month 
Don’t Miss It! 


Office 
Cquipment 


xporter 


Circulation over 9,000 


For More Information Circle No. 266 
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ginning, they’re mystified; in the end, 
they’re mistrustful. Try banter once or 
twice with the boss and it may pay off. 
Keep it up and you’re on your way out. 

You may think the substantial, re- 
spected, solid citizens are dull, but 
you'll find they have nearly all the 
dough. You may decide you'd rather 
be dead than always in dead earnest. 
Look around you and you'll probably 
decide the same thing again. 

I've made my choice. I’m silent- 
solemning my way to success. It’s a sad 
track. But it’s sure-fire! 


Developing Workers’ 
Self-Confidence 
B. W. ELSOM 
Former Director of Employee 
Services, Boston Store, Milwaukee 
ORE EMPLOYEES suffer from 
M an inferiority complex than from 
overconfidence. In view of the fact that 
employees need self-confidence in order 
to do their best work, one of our major 
problems is how to develop this trait 
in them. 

An employee must know his job 
thoroughly before he can be confident 
of his actions. The supervisor’s re- 
sponsibility is to make sure that the 
people who work under him know as 
much about their work as it is possible 
for the supervisor to teach them. 

Each employee should be made to 
feel that he plays an important part in 
the team-work that makes the whole de- 
partment function smoothly. Workers 
should know the importance of the job 
they are doing and its relationship to 
the work of other departments. 

The best medicine for an inferiority 
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3 PHON 


PROBLEMS 
SOLVED——, 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 


Room 710 
New York 16 











MANUFACTURERS OF DURALUMINUM 


HOLDERS sancti 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More | nformation Circle No. 398 a 





For Your Annual 


pects ROLLER CHANGE 


Insist on a 
"Futuristic" 
5- er en 


tse and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 





Contact your Local Typewriter Dealer 











For More Information Circle No. 399 








DIES ano PROOFS cy OO ‘or 


) — 1000 
Gorire BUSINESS CARDS 
}500 $11 © 1000 $15 QLNNCa 











i Zo) 


807 SO.-20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 400 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME... 


PRINTS FROM THIS 


= bn & 


"INA SECOND 


| 


attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! 


addressing in the 
66%. 


PREVENTS ERRORS! Eliminates wrong 


addresses, transpositions of characters, 
misspelling, ete. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow- “ups, 
shipping labels, bills of lading and othe: 
office forms ... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


e Just type the name and address ONCE on the 
PRESS.ON MASTER PATCH. They're easily pre 
pared in an entity typewriter no special 
equipment required 
e Attach the adhesive backed MASTER PATCH to 
your ledger card. They press-on instantly 
existing records of any size or shape 
to change your present accounting system 
e Address statements, month after month from your 
ledger card . . . Automatically! 

$70:°° 


PRINT WITH THE | MACHINE COMPLETE 
MODEL 60 WITH SUPPLIES 
Master Addresser | FOR 500 ACCOUNTS lus Fed. 


statement 
up to 


Reduces 


average office 


- no nee ad 





NSOEA SHOW ~ 


BOOTHS 15-16 “% at 


MASTER ADDRESSER COMPANY 
6500-0 West Lake St. . Minneapolis, Minn. 


For More Information Circle No. 395 


N.Y. BUSINESS SHOW 
BOOTH 232 
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work well 
stimulus for better 
employee's 


complex is praise. Praise for 
done is the best 
work, and it also 
morale. 

The question immediately comes to 
mind, “What do you do when em- 
not doing sufficiently well 
to be praised?” Almost no 
worker is doing his job so poorly that 
we can’t find some feature worth prais- 
We 
are too prone to praise only outstanding 
We the 
portance of encouraging workers who 
are still in the process of improvement. 
We 
velop as quickly as possible into valu- 
able employees. 
this is to give enough praise for each 


raises an 


ployees are 


ing if we make an effort to do so. 


performance. overlook im- 


want to help the new workers de- 
One way to accomplish 


step in improvement to encourage better 
work and develop self-confidence. 

Letting their 
initiative is a powerful stimulus toward 
self-confidence. Asking for their opin- 
ion and their suggestions helps to give 
them 


workers exercise own 


place in the sun.” 





or) ee 


Y 
if 


“He has his little idiosyncrasies, 
but he’s a good worker.” 
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PHOTO COPIES 


automatically 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX by Genco 


 BRITE-LITE OPERATION works in any office 
light, either fluorescent or incandescent. 


™ DURABLE STAINLESS STEEL 
CONSTRUCTION 


MAKES MULTIPLE COPIES ONLY 4c EACH 
~ COPIES ONE OR TWO SIDED ORIGINALS 
™ REPRODUCES FROM ALL COLORS 


Copies are 92” x any Complete Units 
length . Larger units start at 


available e No washing, 
$145 
. 


fixing, drying 
e LIFETIME SERVICE GUARANTEE 


e MADE IN U.S.A. 
SEE US AT THE BUSINESS SHOW 
BOOTH +#228C 








General Photo Products Co., Inc, 
General Photo Bldg., Chatham, N. J. 


For More Information Circle No. 361 











Time Saver For Small Business 


INDIANA 


CASH REGISTER 


Ruled paper 
roll, on which 
entries are 
recorded, 
spaces auto- 
matically 
upon pulling 
the hand 
lever — Cash 
Drawer opens 
and warning 
bell rings. 
tdeal for al! types of business doing over-the-counter 
sales. Sales or payments on account recorded quickly and 
accurately, Sales figures can be kept by commodities or 
departments and are classified at time of entry. All 
records and figures available at end of day for checking. 
6 popular models. 


Dealers—write for details. 


INDIANA CASH DRAWER CO. 
Shelbyville, Ind. 
For More Information Circle No. 362 
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for type that 
sparkles like 


Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blue carton on 
your dealer's shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


69¢ at all stationers and typewriter dealers 
ror More tnformation Circle No. 363 


; = Mose Beaillful Eyer 


RITE-LINE copyruo riper 


e SAVES EYESTRAIN ¢ TAKES COPY UP TO 20" 
e PROMOTES ACCURACY «HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 





For More Information Circle No. 364 


285 





J.A.HEINRICH 


DANKERS 
HAMBURG 11 


GERMANY (Western Zone)establ. 1905 


\ 4 BS-1 ©) * 11 
ifo)mme || Melisle-Mualeloslial-3-) 


For More Information Circle No. 334 





| PAYMASTER 


























PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Todoy 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Weshington Blvd. Chicege 7, lilineis 


For More Information Circle No. 335 
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Don't drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. @ 


Ceseapevcverce ams? 


__For More Information Circle No. 336 _ 
VOLUME FILES 

FOR YOUR 

COPIES OF 

THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle. Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 
reusable and unconditionally guaranteed or 
your money back, Postpaid in U.S. 

| File (for six months issues) $2.50 

2 Files (for a year's issues) $5.00 

3 Files for $7.00; 6 Files for $13.00 

JESSE JONES BOX CORPORATION 

P. ©. Box 5120, Philadelphia 41, Pa. 
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National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 

National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 

Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 
National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, Atlanta, 

Oct. 7-10. 

Railway Systems & Procedures Assn., Mor- 
rison Hotel, Chicago, Oct. 8-10. 

National Noise Abatement Symposium, 
Sherman Hotel, Chicago, Oct. 10-11. 


Office Management Div., American Man- 
agement Assn., Statler Hotel, New York, 
Oct. 23-25. 


American Institute of Certified Public Ac- 
countants, Roosevelt Hotel, New Or- 
leans, Oct. 26-31. 


National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 


National Time & Motion and Management 
Clinic, Industrial Management Society, 
Sherman Hotel, Chicago, Oct. 30-Nov. 1 


Electronic Systems Conference, National 
Machine Accountants Assn., U. S. Grant 
Hotel, San Diego, Nov. 7-8. 


National Business Forms Associates, Hol- 
lywood Beach Hotel, Hollywood Beach, 
Fla., Nov. 9-14. 


Eastern Joint Computer Conference, 
Sheraton-Park Hotel, Washington, D. C.., 
Dec. 9-13. 


“f NEW THE ONLY HOPPER FEED PAPER 


SHREDDER THAT IS 


OFFICE-SIZED! 


Fool-proof operation. 
Just stack up to 50 
sheets of paper, IBM 
cards, time cards, or 
mixed papers the 
“Silver Executive Auto- 
matic” does the rest. 


Completely safety- 
equipped. Office girls 
need have no fear oper- 
ating this machine. 


Test for 10 Days, Free 
Write Today! 


WA 


Industrial Shredder and Cutter Company 


700 S. ELLSWORTH AVE. ° 


SALEM, OHIO, U. S. A. 


For More Information Circle No. 407 
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ADVERTISERS 


Acco Products 

Acme Visible Records, Inc. 
Addo-X, Inc, 

Aico Indexes 

Allen & Co. 


Allied Carbon & Ribbon Mfg, Corp. 


Alma Office Machine Corp. 
American Automatic Typewriter Co. 
American Lithofold Corp. 
American Numbering Machine Co. 
American Stencil Mfg. Co 

Ames Supply Co. 

Apsco Products, Inc. . 

Atlas Stencil Files Corp. 

Automatic Electric Sales Corp 
Autopoint Co. 


Badger, Inc. 

Basten, Peter 

Bernay Products Co 
Bircher Co. .. 

Box 1057 

Brown Paper Co., L. L. 
Bruning Co., Charles 
Bud Type Cleaner Co 
Burroughs Corp. 
Business Electronics, Inc 


Calculator Equipment Corp 
Can-Pro Corp. 

Carteret Printing Co 
Cartoons-of-the-Month 
Cashere Corp. 

Catskill Craftsmen, Inc 
Cel-U-Dex Corp. 
Charnstrom Co., W. A 
Cheshire, Inc. 

Chesley Industries, Inc 
Clar-O-Type Co. 

Codo Mfg. Corp. 

Coilzit Products, Inc. 

Cole Steel Equipment Co. 
Cole Steel Office Machines, Inc 
Collamatic Corp. 

Colonial Salesbook Corp 


Columbia Ribbon & Carbon Mfg. -- ee 


Comptometer Corp 
Consolidated oe al Systems, Inc. 
Contro| Systems, Inc 
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Cormec Photocopy Corp 
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Dewberry Engraving Co 
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Dupli-Typer Co 
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Janrus International, Ltd ; 261 
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Au We Su Gt... 

Why a career in office management provides the great- 
est opportunity for business advancement in office history 
appeared on this page two months ago. Explained largely in 
terms of the increasing importance of office work, the sub- 
sequent comments have been in general agreement. We have, 
however, received indications that insufficient emphasis 


was placed on the responsibility of office executives to 
perform first before rising to further eminence. 


A summary of the comment is as follows, Business today 
enjoys a generally high if spotty level of prosperity. But 
nearly every company is faced with a relentless profit 
Squeeze because of costs mounting faster than income. Many 
companies are dependent for continued survival on constantly 
increasing sales volume to compensate for an even faster 
growing labor, material and overhead burden. 


One of the keys to lower pressure on profits is in 
better management control in the office. As there are nine 
million clerical workers inthe U.S. today, improved systems 
in the office alone will contribute significantly toa better 
profit picture. Frequently, $1 saved in office costs is 
equal to $15 of additional sales. 


Just a few areas where new ideas translated into ac- 
tion can achieve impressive savings are in: communication, 
budgetary control, accounting, printing, utilization of 
new or existing equipment (not necessarily electronic), 
records management and personnel. 


It is in some division of the treasurer's, office man- 
ager's, systems, accounting and/or purchasing department 
of business where office and methods costs reduction should 
occur. If these duties are properly discharged, the ambi- 
tious office manager can go ahead rapidly. In the past four 
or five years alone, more chief executives have come up from 
the office than ever before. 
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BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United States 


POSTAGE WIiL BE PAID BY 


“Office 


MAMAGEMENT ¢ ov * METHODS 


OFFICE PUBLICATIONS COMPANY 
232 Madison Avenue 
New York 16, New York 


First Class 
Permit No. 38947 


New York, N.Y. 
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inquiry card. 


PLEASE PRINT CLEARLY 


Position __ 


114 «(O195 
134 135 
154 155 
174 175 
194 195 
214 215 
234 235 
254 255 
274 275 
294 295 
314 315 
234 335 
354 355 
374 375 
394 395 
414 415 416 
434 435 


(Oct. 1957) 
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Te Remarkable Now DITTO | 


v4 


Styled by Paima-Knapp 





Now make big copies. ..18°x 14° down to 3°x 5”... at 120 a minute... 


ON CARD OR PAPER...IN 1 TO 5 COLORS AT ONCE...OF ANYTHING YOU TYPE, WRITE, DRAW 


OR TRACE ON A DITTO MASTER...NO INKING...NO STENCIL...NO MAT...NO MAKEREADY 


The colorfully styled new Ditto D-70 duplicator comes 300 and more per master...in 1 to 5 colors at once. 


in a choice of three color combinations: Sand grey, Balanced, shockless mechanism...fingertip regis- 


sand grey and brown, sand grey and green. tration control...full ream feed...super speed and 


The quickest, easiest, lowest-cost, most satisfactory accuracy...no inky preparation, no waste motions 


way of all to make copies up to full 18” x 14”, on card or makes an expert of every user. What a help today 


paper. Just clip-in the master, touch-a-button, and when workers need speed and ease, and business 


out fly bright, crisp copies...at 2 per second, needs snappy copies quickly! 


TRY DITTO D-70 FREE IN YOUR OFFICE! 


FREE! J oirto inc. 6812 w. mccormick R., Chicage 45, 1 
in Canada: Ditto of Canada, Lt Toront tar 
‘ = A 


Write—or ask your Ditto (Britain) Lt Roa h Ww 


—_— 
Ditto Representa Please send me FREE Ditto ) booklet | 
tive—for handsome } Arrange a FREE Ditto demonstration for me : 
free booklet de- 


ribing time-and j — 


Saving uses of 


copies, andthe 


- 
7/7 /|\\S eal new Ditto D-70 a 
j \ \ * e very great advance H Address 
j " . 


4 in liquid process ; 
\ \ duplicating. { City County State 


Company 





Now BIG Business Bookkeeping at a SMALL Business Price! 


With its stunning new President model, Monroe introduces more than a new accounting machine... 
g 


Monroe establishes an entirely new ratio between what you pay and what you get in machine 
accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job'changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 
payroll, cost control, accounts payable... all become mechanized operations. Look at the 

price tag on this machine. Then put your own price tag on what machine 

accounting can do for you. Speed receivables by getting statements a 
out faster. Build prestige with neat looking records. Put credit data at 

your fingertips. Control your 


work so it flows easily and See the MAN from MONR E 


always accurately. Write or 


j , fer CALCULATING 
telephone Monroe Calculating Machine Company, Inc. 0 6 ADDING 
General offices: Orange, N. J. Offices throughout the world, thee 


DATA? 





For More Information Circle No. 177 





